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FOREWORD 



This manual is designed to assist you in your work with the Stanford 
Research Institute Follow Through Evaluation testing program. .We have 
tried to provide answers to most of the questions you will encounter. * 

You will find job descriptions for each person working in the test- 
ing program. In addition, you will find described the whole testing pro- 
cedure, from the Regional Training Sessions through the. return of test 
data^ . By reading through thi^s manual thoroughly and becoming familiar 
with it, you wiXl learn th^ ^duties of all the people participating in 
the <fata collection effort. 

• Never hesitate to ask questions about any phase of your duties. 
Please remember that matiyVpeople are ready to assist you with your 
problems. 

We feel that the Follow Through Evaluation will prove to be very 
important tJr-American education. Much credit for its success will go 
to you, dur Field Stdff . ' ^ 



STANFORD RESEARCH INSTITUTE . 
-^Pol4^w~ThreugtHB^aluat-ion-- Pr oject- 
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I 'THE FOLLOW THROUGH PROGRAM , . • ^ 

Follow Through is a number of planned education programs for children 
in kindergarten a;id primary grades (1-3) , It was originally authorized 
by Congress in 1965, as part of the Economic Opportunity Act for children 
who had been in preschool programs such as Head Start • The Follow Through 
Program is under the direction of the United. States Office of Education 
(OE), 

In the beginning of the program, OE invited a numbi&r of education'* 
institutions, school districts, and individuals to submit proposals for 
a planned primary education program. The purpose of Follow Through is to 
help children in the program maintain educational gains made in preschool 
programs, and continue to mdke gains in their primary school' years ^ OE 
sought designs that would teach the child skills and attitudes that would 
both enhance the child's image of himself and increjase his chances of 
succeeding in his school years and beyond. 

It was felt that such .an undertaking had to involve the child, the 
parent, th^ school; and the community. It was required that paren1j§ be 
included in policymaking and program implementation and that such programs 
Include provisions for instructional activities and for health, nuti*i-. 
tiohal, psychological, and social services. A number of .plans jvere ap- 
proved. Designers of approved plans are called SPONSORS, 

School districts in which there were ilead Start programs, apd whei^e " 
sufficient uujubers of -children were eligible for aid under' the Economic^ 
Opportunity Act, were invited to become a part o/ the Follow Through 
program by accepting one of the twenty primary education designs approved 
by OE, or by submitting a plan of their own* In many instances, the pro- 
gram was implemenl5ed in a selected group of schools in tl^ose areas of a 
school district where eligible children lived. 

A PROJECT Is a school or group of schools that folldw a particular 
education program design. Cities or 4:owns where Follow Through projects 
ar^ located are called SITES. One site may have many projects* The 
local head of the Follow Through Project is called FOLLOW THROUGH DIRECTOR 
(FTD). Every project also has a Policy Advisory Committee (PAC), at 
least half of whose members must be Follow Through parents. 



11 



^ }1 'IPOLLOW THROUGH^PROGR^ DATA COLLECTION ^ACTIVITIES — 

Provisions were made td cqllect data on the Follow. Through Program. ^ 
These data would be analyz^cl so thaf. Jud^ents could ije made about whether ' 
the Follow Through Prograrm is , doing* its job. ' v • . 

- ♦ ' ^ \ 

Evaluations are conducted by local projects^ sponsors, and OE, TJie 
OE evaluation Follow Through includes a nation-wide assessment of spoil- \ 
sors, program's, •and' children, OE has commissioned Stanford Research In- 
stitute (SRI) io collect child and parent data on Follow Through.; Abt 
Associates of (Jambridge\ Massachusetts has been commissioned ,to analyze 
the data, • , ■ ' 

A major palrt of the OE national Follow Through evaluation/child 
assessment is the study oS Follow Through /FT) and Non-Foll-ow fhrough 
(NFT) children from the beginning of ^ their 'compulsory school experience 
through the third grade yea^. NFT ^children were 'selected by local com- 
. m.unities using guidelines providVd by SRI. They were sel^ct^e^d ^;o^be sim- 
, ilar to the FT childreiTin ethnic artd socioeconomic background, and* to , *. 
IjLve in similar communities. NFT children are in the same grades as FT * 
children, but NFT children do not participate iji th^-«RolloW Through' ' ' 

planned education program* Since fT an^ NFT children can be expected f' ' 
to face similar difficulfies in school, any significant differences be- ' ♦ 
tween the performance of FT childr,en and that of NFT children are likely ' 
to be due to the Follow through Program.^ * ^ 

Both FT and NFT jchi^ldren are given a battery of tests when- they enter 
school (at kindergarten or enterip&^irst ^rade) and at the end of the ^ ' 
third grade. Testing al the^ beginning of*, school is re'f erred to as base- 
line testing. ChiMren tested at t^e beginn*ing of school in a given year ' 
.represent a cohort (see Figure 1), Some children are tested at interme- . 1 , 
dlate points'' be tweerf the begioning of schopl and' the third grade." Parents , 
of matiy^.of theSe children ar^ interviwed at the lime of baseline testinjg 
and at the end of the third'grade year. • - ^ 
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This Spring, SRI will conduct tjie following dat4 colleqtj^on activi- 
ties, for Che national evaluation of Follow Through: * * 

(1) CJiild testing * ^ • ' , 

' ' * • (2) • Parent interview . . 

(3) Survey of teachers arid teacher aide$ 

(4) CbjLlection* of data, on child attendance and attrition. - 
* (5) Cdllection of data on services available to the child. 

* Child testing and collection of Attendance and attrition data are 

the main focus of this manual. 

Child Testing . . ** • ' 

Group tests will be administered by SRI test teams to children in ^ * 
selected Follow Through projects according to procedures outlined in thi5 
manual', ' ' * 

V ■ 1. • 

•^AIl members of the test team will be trained by 'the SRI Field Opera- 
tions staff", Onffl^ those persons who 'have satisfactorily completed SRI 
training, will be allowed' to test. • 

Selection of Test Sample ' ^ 

Certain grade levels in certain projects "have been selected for test- 
ing by the United States Office of Education, Projects and grade levels 
were selected on the basis of sudi things as whether SRI "had tested chil- 
dren in the project in^h^ir' first .j^ear of school, the presence .of Head 
Start Planned Variation Progrante in the project community/ and the ability 
of the project to provide a i^epres^ntative cross section of, the Foilow 
Through po^fflation, 

SRI has selected th^ children who will be. tested on the basis of , 
such criteria as the availability baseline test data and a history of 
enteriug-grade parent int^i^w data. 



Spring 1975! Test Battery 



The Spring test battery was selected by the Office of Education* 
The Metrbpolitan Achievement Test (MAT) will be administered at each grade 
level to be tested on each site." ^ 
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I. J. 



A 



At third grade level, the Intellectual Achievement Responsibility 



Scale (lAR), Coopersmith Sell-Esteem Inventory, and Raven* 
Progressive Matrices will also be administered. 




Coloured 



Metropolitan Achievement .-Tests 

These tests- were first Included -in the natioiistl Follow/Tl^rough 
evaluatioA in Spring 1972 • The MAT Was selected because it covers several 
.areas of achievement,* it has norms based on a *standaraization sample that' 
includes children from. low-income families, and it has good reliability. 
SRI will administer Form P Fourth Edition of the MAT series,' published 
b;^Harcourt Brace Jovanovlch Inc. y 

• . ' "••/.•• ■ - 

There are six levels of the MAT, desig^necl for given grade leveld. 
The Office of Education requires that the 1oilowin|: levels of the MAT be 
used: 



Grade Level 



MAT Cevel 



Second Gra^e 
Third Grade* 



Primary II 
Elementary 



The MAT covers the areas of reading, lahguage, and mathematics: 

(1) Reading. Language comprehension and three types of 
reading skills are assessed: ^ 

Word Ki^wledge — tois includes items iji which the 
^ child njatche& a Word to a picture (grade 2), * ^ 

or matches a word to a definition, (grades 2 and 3). 

Word Analysis — ^This inbludes items in which the 
child retfoghizes words read aloud (grade 2)\ 

Reading Ccanprehension- '-This include^ items in which 
the child answers ^questions about a story (grades 
2 and 3). \ , 

(2) Language. Spelling and knowledge of grammar are assessed 
in items in which the child writes a word read aloud 
(grades 2 and 3) and cfetects grammatical errors (grade 3) . 
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(3) Matfaematl<:s , 'Three areas of mathematics are assegsed: * 

^ ■ • • /' . 

Corfcepts—TMs includes items in which the child 
utilizes concepts ot number, relative size, frac-. 
tions, money,, tilae, and the like (grades 2 and 3). / 

Cg^putatipn-^This includes items in which the child 
; ' does aritnmetlcai problems (grades 2 ancr~37; ~' 

Problem Solving. — This includes items in which the 
child answers multiple choice ques,tions about 'prolj- 
lems "(grades 2 and 3 6nly) , 



Test^ Given at Third Grade Only. 

» ^Raven's Coloured Progressive Matrices 

/ - • 

The Raven's Progressive Matrices Test assesses problem 
solving in the visual. perceptual area. It was included because it is 
one of the few avail^le te$ts of tbis nature with' satisfactory reliabil-. 
itjr. The child is asked to apply knowledge gained in solving one problem ^ 
to the solution, of other problems' on the' t^st. The .items present the 
child with a pattern* in which a p4.ece is missing and he-smzst select the 
appropriate piece from several alternatives. 

* ' V ■ . ■ " ' . ■ 

M 

• ' . Coopersmith Self-Esteem Inventory 

^ The Coopersmith was included because it has satisfactory 
relialDility and is a widely used measure of self-e&teem in older children, 
Sla has included all the original questions in the inventory. The child 
is given a* get of statements and is asked to describe each statement as 
"like me," or ''not like me.'' 

t Intellectual Achievement Responsj.bility Scale ""H 

r 

This instrument assesses the child's locus of control or 
the degree to^/which the child, accepts responsibility for his oWn suc- 
cesses *or failures, Ai; 34 of the original test items are included in 
the SRI adaptation of this test. The wording of the items has been re- . 
vised by SRI, The* child is presented with statements and two alternative 
phrases which complete the^statements. The child is asked to choose one 
of the alternative phrases* ' ^ 



Collection of Attefadance and Attrition Data 



SRI 
children 



SRI will collect data on attendance for all Follow Through and 
Non Folljow Through children tested this Spring. 



personnel will search school records to find out the number of 
. tested child lias been absent from school. Information on dates 
left or entered a given school will also, be collected. 



Collection of Service Information 

SRI personnel will check school recordSv to determine th^ avail- 
ability of certain services (e'.g., lunch, medical care) to children who 
have been tested. 
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. Ill ' SRI TESTING FORMS 



The caapleiiori of forms is very. important £q the testing process. 
Testing forms are discussed throxighout this manual. ''^^ Forms related to the 
topics in each, chapter are listed and discussed at the end of each chapter. 
Exhibits .of all forms are in the* back of the manual. Table 1 lists all 
SRI testing foYms, their purpose and the pages on which they are discussed 
in this manual. . 



Purpose ' , • 

The main purpbs6 of SRI forms is *to assis'^t the test team in planning 
and organiasing activities ^ and to provide a formal system for documenting 
the testing process. The forms that are returned to SRI become official 
^ Field Operations documpntatipn of the evaluation. > ^ . 



Organization of Forms " ^ 

/ ' 

. Forms are distributed; to testing personnel in a manner in which they 
can b^ most acces'sible to those who must use them* Forms may b^ found in: 

♦ The Site Coordinator (SC) Project Kit ^ . ^^^^^^ 
Teat .Team Work Kit , ^ ' 

^ ^ • Site Coordinator Journal * ■ 

* • /Supervising Tester (ST) Handbopk * 

• The Test Carton, , » 

^ The Site Coordinator Project Kit is an attache case given to the SQ 
Bt regional training. It contains extra <joples of ail forms. . 

.The Test Team Woi^k Kit ±3 a cardboard, carton given to the ST at- jre- 
gipnal trainingVIt^^^^ copies of fonps"" us^d by t6e test team. 

The Site (^brdinator Journal is ^ looseleaf Notebook given' to the 
SC at the natlottal Site fcoordinator-oneeting. It contains forms used^to' 
document testing adtlvitied and personnel records* 
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The Supervising Tester Handbook is a looseleaf notebook given to 
the ST at*regional training. It -contains forms used to document testing 
activities and personnel records. 

♦Test cartons are packed by grade level and contain approximately 
30 copies of the appropriate test or tests. They cdntain classroom 
testing worksheets, logs and materials for packing and shipping the car- 
ton back to SRI, 



Training Materials 

* Copies of forms to be used for training purposes are found in the 

• Red Binders . v 

• Blue Binders 

• Local ^ 

• Extra Test Carton. 

A red binder is given to each Supervising Tester and Site Coordi- 
nator at regional training. It contains ^'copies of teSt^boofclets to be 
,used on site and samples of all testing forms. ' ' t 

A blue binder is given, i:o each Test Assistant iit local training. 
It contains copies of test booklets, the testing source roster, and 
Tester's Log. • ^ \ 
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Table 1 
SRI TESTING PORMS 



Exhibit 



Name, of Form 



Purpose 



Found in 



Testing Source Roster A/A> book- SC Project 

let labels Kit 



Used by 

SC Test 
Team 



Discussed 
on Pages 

45-53, 71 



^Classroom Testing 
Worksheet for 
Second Grade . 

Classroom Testing 
Worksheet for 
Third Grade 



21, 27 Daily Log 

23 Field Staff 

Directory 

28 ^ ' Follow Through 

Dia?fector*s Infor** 
mation Sheet 

30 Follow Through Invoice 

for Services 

25 Local Training Record 

17 School Testing Infor- 

mation Sheet 

13, 22 School District Per- 
sonnel 

.24 ' Site Coordinator 

Schedule Planning ^ 
' - Sheet 

1'3 • SRI Testing Staff . 



Organiza* 
tlron . ' 
Documenta- 
tion 

•Resting 
organiza- 
tion 

Documenta- 
tion 
t 

Doctunen- 
tation 

Personnel 
organiza- 
tion 

Communica- 
tion 



Test Carton, Test Team 72, 94, 95 
Test Team *\ ^ 

Work Kit ' 

Test Carton, Test Team 72, 94, 95. 
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IV SRI FIEID OPERATIONS 



^ The SRI Field 0perationfi^^3taff is ^espon sible for child testing and 
fostering .data collection. ... 

' -# : ' 

The Field Operations statfl is headed by a Manager of Field Operations. 
Working under the Managei^ are FIEIi) SUPERVISORS, SITE COORDINATORS, SUPER- 
VISING TESTERS, and TEST ASSISTANTS.' (See Fig^re 2.) 

A follow' through Field Supervisor (FS) is responsible for the organi- 
zation and supervision of data collection in several sites. This person 
hires Site Coordinators who act as* local supervisors. > 

Testing personnel work in teaufs. The Supervising Tester serves a^ 
team captain. Usually the Supervising Tester is hired by the Field Super- 
visor. The other members of the test teams are called Te,st Assistants (TA), 

The Field Supervisor, and in most instances, the Site Coordj.nator 
.andSupervising Testers are hired and paid by SRI. Test Assistants are 
usuanr^hl^Ped.-Sid^^ by the local school district* Hpwever, all test ^ 
team personnel, ifi5KHi:ng--Test..A^ssi^ work under the supervision of 

the Field Supervisor and the 'SiteCoor3Tnatotv___' 



Major Tasks ^ " 

The major tasks of' Field Operations are: - 

(1) Preparation of a testing Sample ^ 
'(2) Liaison with the Follow Through community * 

(3) « Training -of testing personnel 

(4) Testing of selected classes^ and children 

(5) Collection of child attendance and services information 

(6) Editing, packing, and shipping materials to SRI. 
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Screening and Hiring 



Thotigh Site Coordinators and Follow Through Directors may be asked 
to screen candidates, Supervising Testers are hired by the SRI Field 
Supearvisor/ This task should be completed veil before regional training. 
Supervising Testers should be able to read well aloud, Supervise snrall 
groups, and work well with children. Administrative procedures related 
-t-o-hirrtng~are-^xp^lained on p^ge 119» 

Screening and hiring of Test Assistants is the responsibility of 
the. Follow Through Director. If possible, the Site Coordinator should 
assist in this process. The number of Test Assistants hired should be 
three timess^he number of Supervising Testers. If ' possible, at least 
one extra- Test. Assistant should be hired to serve in ckse of absence. 
The Site Coordinator should^ check with the Follow Through Dire'ctor to « 
see that the correct number of Test Assistants have been hired, 
* • 

Each school district has its own criteria for hiring Test Assistants. 
OE guidelines require that Test Assistants come from the local Follow 
Through community and, where possible, that they be of the same ethnic 
background as the children to be tesljed. SRI guidelines require that they 
read and write English fluently, be able to work with small children, and 
administer the SRI test battfery competently ♦ 

Test Assistants work under the supervision of the Site Coordinator-- 
* and Supervising Tester. Only Test Assistants who are judged by the Site 
Coordinator to meet SRI requirements will be allowed to participate in 
testing. *' • • 



Assignment of Personnel 

In planning testing, the Site Coordinator must assign Supervising 
Testers to particular classes and schools. Test Assistants must be 
assigned to Supervising Tes^rs. 



Assignment of Supervising Testers to Schools 

In making these assignments, the Site Coordinator should consider 
the class to be tested and the Supearvising T.ester, For instance, a 
large class may present more organization and discij)line problems. Such 
assignments should be made to Supervising Testers, who have had success- 
ful experiences in such situations. 
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^ ♦ - ^ 

• No Supervising Testers should be assigned to classes in which 

their children are registered. . 

*» ' . * ^ 

• c When it is necessary to assign a Supervising Tester to 

more than one school, distances between ^schools and trans-, ^ 
portation problems should be considered. SRI pays mileage 
for a ST's use of his own car, but does not pay for taxis 
or rental cars. (See page 121.) * ; 

• If possi\)le, the Supervising Tester should be of the same 
ethnic background as thef majority of the children in.tlie 

class. , , • ' 

• ^ 

'J . ■ 

Assignment of Test Assistants to Supervising Testers 

' Since .the Supervising Tester and Tpst Assistant must work together 
as a team, the Site Cooi^inatoq: must do this task carefully. No assign- 
ment should be &ade until the. Site Coordinator has met all personnel and 
observed them/ especially in testing procec^ure's, during the training 
session. ' * ' ' . ' ' 

The following factors should be weighed carefully: 

' " ' '• 

The necessity of having at IfeaSt one Test Assistant on each 
te^m who could serve in the absence of the Supervising Tester.* 

• Compatibility of personalities. "^/^ . 

• Ethnic compositicfn of the children the team will test, tor 

instance, a Test Assistant who speaks Spanish should be 

assigned to a scHool where many 'Children speak Spanish as a 

f irBt languaga. . . . *^ 

• ■ * ^ ♦ 

• The' location of the Test Assistants' homes in relation to 
the location of the schools to which they are assigned. 

Pay Procedures . . 

\ ■ ' ■ ■ 

Test Assistants 



It Is important that Test Assistants 



completely familiar with 
district pay policy as soon as possib^le aJ^ter they are hired. The Site 
Coordinator should discu^ these matters with the Follow Through Director. 
The name of the district person responsible for these matters, should tie 
determined, and these matters reviewed with him. 
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Pay Procedures Eveiy Site Coofdinat-or Should Know 

• ^ • » * *. 

• Basis of rate to be paid the Test Assistants (hourly/dai^ly)*. 



The structure ^ the local pay schedule. 
Number of hoijrs per day Test Assistalits are allowed tp*wor^. -> 
Method of reporting work hours. 

^\ . 

Due dates for time reports. < • "* 

Schedule of pay dates for Test Assistants. * ' ' " ' 

Responsibility ft>r checking and verifying hoirs worked by*. * ) 
the Test Assistant. * , . ,^ 



Supervising ^Testers 



^ Supervising Tipsters as well as Site Coordinators are pfldd**6y Olsten 
S'ervices, a. temporary. employment service," after ^their invoipe^ have be^n 
processed and approved by SRI.' More information" on these, p^jocedures is 
^found on pages -122-125; - ' - * \a\ 



<1 



t **^ Evaluatiop of Testing Personta^l ; 



tfest team, and make a written evaluation of each Supervising Tester and'/ 
, Test Assistaht at the end of ^^ting! It is the prime responsibility oi \ 
the Si*te Coordinator to se6 thjat the procedures described in this manual, 
and taught at SRI training\sessions, 'sCre used by the t^am during 'the data' / 
collection period. Any devLatian mnap have the approval of the Fi61d. - ^ 
Supervisor ►or tKe^ield Operations- Manager. 



The Site Coordinator is required to monitor* the activities of tfie 



Job Descriptions . 



-t 



Job descriptioiis for the, Field Operations Teating Staff /appear om 
pages 18-23. . ^ 
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Make initial contact with the.P.ollow Through iJirect.or^con 
cerning testing* - , ^ 

Hi^re the Site Coordinators and Supervising Testers* 

Teach SET administrative, procedures to Site Coordinators 
and Supervising Testers at SRI training session^,^ 

Assist in teaching the test'battery at Regional Training. 

Determine whether *th^ Site Coordinators and Supervising 
Testers are ready for testing. * 

Assist the Siie Coordiiiators in making arrangements for 
local training. 

Establish and maintain good working relationship^ with 
school pei»sonneX and Follow Through Directors^,. 

Determine wHfether Test Assist^ts are qualified and ready 
for testing. 

Check to see that the Site Coordinators properly com- 
plete ail forms. 

Be available to-^ assist the Site Coordinators in 1:he 
organization and supervision of data collection. ' 

Verify hours worked by the Site Cfoordinators* ^ 

Check, to ^ee«that tests are being administered according 
to SRI guidelines. ."^ .% . . 



SRl Site' Coordinator Job Description 

• Pa):ticipate in Site CJqordinator *Training*Sessions conducted 
by SRI staff ♦ 

. • Make entries in^ tlie Daily Log from the beginning of training 
until all testing and rostering procedures are completed 
on site,, • . ^ 

•.'•Screen and recruit^ Supervising Testers* • • . 

'"*•* ^•''*> 

• Parti<jipat^ in a two and one-half day Regional Training 

■ * Session, conducted by SRI staff, by assisting in the train- 
ing of Supervising Testers* 

• Demonstrate competence to administer the current test ' ' 
.0 battery and in testing procedures'^o that he can train and 

'supervise the .test teams, . 

• Establish and maintain clos0 working relationships with 
Follow Through Directors, principals, teachers^ and parents* 

• Meet with the Follow Through Director to make arrangements 
^ for local training and testing* * . ' , 

• Consult with' the* Follow Through Director to determine 
whether the Site Coordinator's assistance is needed in- 
hiring local people as Test -Assistants* 

• Check with- the* Follow Through Director to see that all 

needed' materials for the entire site have axar-ived* 'pheck 

all materials thoroughly ♦ 

* • ' 

• Distribgte training materials to test teams j order any 
additional materials from^SRI. 

• Confirm with the Field Supervisor and the Follow Through 
Director the schools ai;id classrooms to be tested; meet 
with principals and teachers to discuss testing space re- 
quirements, assignntents of teams, and scheduling of', testing, 

• Make a* teirtative testing schedule for each Supervising 
Tester before local training begins, 

• *■ ' 

• Assign Test Assistants to test teams* 

• Conduct, with Supervising Testers, an intensive local 
training session for the errtire test team. • 

• Distribute the appropriate Testing Source Roster to the 
Supervising Testers* 
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SRI Site Coordinator Job Description (continued) 

• Supervise the scheduling of c^lasses for testing; see that the ^ 
Supei*vising Tester completes appropriate forms (Classroom Test- 
ing Worksheet, Test Team Assignment Sheet, SchooL Information * 
Sheet, Teacher Information Sheet) / . 

• ' * . 

• * Be* certain that all test team members have been properly 

trained to perform thefr testing duties. ^ 

• Complete the Follow- Through Director Information Sheet ; give 
it to the Follow Through Director before testing begins. 

• Be certain that the Supervising Tester has any lists of 
, children or classes to be tested tJhat may be -required,. 

• Make daily^on tacts in persoij or by telephone with each 
Supejrvising Tester during the actual testing period. 

• Monitor testing daily to see that the test teams follow 
testing procedures as outlined in the Manual. 

• Approve pay invoices of the Supervising Tester; certify that 
the hours listed are true and correct; in some instances^ " 
assume, responsibility for- Test Assistant jpay records* ^ 

• Go through each test carton at the conclusion'of testing in 
each class to malce sure the Testing Source Roster, Tester's 
Log, Classroom Testing Worlcsheets," and Test Carton Packing 
and Inventory List are enclosed and that they are properly and 

, completely filled out. Check that all test booklets are labeled. 

Check to see that all children scheduled to be tested have been 
tested. Explanations for incomplete or missing tests must 
appear, ill the Tester's Log. - • ^ 

Hate the performance of the test team On forms provided in . 
the Site Coordinator Journal. * / 

Pack and ship all materials to SRI' after checking the test 
cartons.' 

Return the SC Journal (with all enclosures) promptly, as soon 
as all site activities are completed. 

Perform additional duties if requested by the Fieid Supervisor. 
Collect' attendance and attrition data on all childrefi tested* 
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SRISuper3nsing Tester Job Description 



• Particrpate in a two and one-half day Regional Training session 
conducted by SRI staff. ^ 

• ♦Demonstrate competence to administer the current test battery 

and competence in testing procedure's. 

• Assist in arrangements for local training. ^ 

• Visit. the classes to be tested knd spend time with the 
children; check on. class schedules. 

• Assist In* conducting local training sessions. 

• Supervise the preparation of all testing materials for bach 
class to be tested. ^(This includes completing the Test 
Carton Packing and Inventory List and the Classroom Testing 
Worksheets, < arid labeling of test booklets.) 

Plan a testing schedule based on a tentative schedule from 
the Site Coordinator for the assigned classes. 

Visit the school with tlie*test team. Introduce them to the 
principal and teachersT* check testing areas* 

Complete the School Testing Information Sheet and give it 
to the principal before testing begins. 

(Complete the* Test Team Assignment Sheet and distribute a copy 
to 6ach. test team member, 

.Complete the Teacher Testing Information Sheet and give it to 
'the*, teacher immediately ..before testiiig. 

Conduct testing so that friction with school personnel and 
parents is minimized; 

Record the daily attendance of the test team on the Test 
Assistant Attendance Record. 

Checlc worksheets and test booklets daily • 

Check that all tester's logs, test booklets, and testing source 
rosters are properly completed. 

Rate the performance of the test team, using the forms in 
the Supervising Tester ^s Handbook. 

Pack the test cdirton in the manner prescribed by SRI . 
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Sri, Supervising Tester Jog. Description (continued) 

• At the request of the site Coordinator, complete attendance 
and* attrition informatlpt 

• At the request of , the Sit^j* Coordinator^ assist with the 
packing and shipping of maVerials to SRI , 



< 
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Test Assistant Job Descrit>tion ' . j 

• Attend a two and one-half day local training session conducted 
by the Site Coordinator and- the Supervising Tester* 



cpnd 
Lning 

Notify the Supervising 'Testeu of e^^ected absence or / 
tai^^iness* • / 



Provide own transportation to and from'' the local' training 
session and testing locations, * / / 



Turn in the hours worked tp the Follow Through Director or 

to 'that person designated by* the FTD/ . - 

Demonstrate competence to act as^a test monitor and perform 
clerical duties • ^ - V 

Assist the ST in unpacking. test carton^, counting, and 
checW:^ booklets for blknk-or missing pag6s.*^ 

Assist in completing testing source rosters, filling out the Test 
Car ton. Packing and Inventory List (labeling test booklets), and 
performing any clerical task requested by the Supervising Testers - 

Meet with the Supervising Testefs, the principals and teachers 
in each school assigned ; assist the Supervising Tester in ' 
establishing testing areas; become, familiar with the school 
building. . , 

Arrive, with* Supervising Tester;'' at the test location early 
each day to prepare for testing bifore^ classes begin. 



Serve as a monitor during group testing. 



Report comments about group testing to the Supervising 
Tester for recording at the end of each group test session. 

Help to organize all test materials for th6 following day of 
testing. \ 

^Assist the Supervising Tester in collecting all booklets and 
test materials and in securing them in a locked, place at the 
end of each day. 

Assist the Supervising Tester and Site Coordinator in packing 
completed tests in test cartons. * ♦ 



31 



32 



Pgrsoxmel Forms ^ ♦ 

Forms to Be Completed by the Site Coordinator 

Field Staff Directory (in SC ttournall— This provides a readily 
accessible record of pers.ons directly involved in the testing . 
effort* Tl^jB names/ addresses, social security, and-phone ♦ 
' numbers "of ^Supervising Testers should be recorded as the in- 

formation becomes available^ (See Exhibit 230 

Test Assistant Information Sheet — ^Ttiis may be used as a means 
of gatherifag data on Jerst Assistants needed to make team assign- 
ments. Space is provided tor recording infonuation about such 
matters as transportation and preyibus work experience. 

' Forms to Be Completed, by the Supervising Tester 

Test Assistant Attendance Record (in; ST Handbook ) — ^The daily 
attendance of each Test Assistant should be recorded (See 
Exhililt 19.) . \ . ' 

SRI Testing Staff (in ST Handbook) ~The Supervising Tester should 
^ list the names and phone numbers of other SRI testing personnel 

on site. This includes the Site Coordinator and other Super- 
' vising Testers, (See Exhibit 13.) 



V PREPARATION FOR TESTING 



The number of tasks required to complete testing^ and the number of 
persons who finally become involved in it make it imperative that a 
schedule of activities be carefully planned for each site (see Table 2). 
The Field Supervisor, Follow Through Director, and Site Coordinator are 
mainly responsible for these tasks, but their cpmpletion requires the help 
.and cooperation of many .persons in the local school district community. 

* A complete testing schedule should include time for training, prepara 
, tion of materials, testing, make-up -work, editing, and shipping of mate-, 
'rials- to SRI. * - 



Table 2 
PREPARATION FOR TESTING 
Before testing begins, the following tasks must be Completed; 



Responsibility of: 



(1) Preparation of a testing schedule 

(2) Notification of school district personnel 
concerning testing plans. This mui^t* in- 
clude Follow Through Directors, principals, 

' and teachers. 

(3) Screening and hiring of Supervising Testers. 

(4) Screening and hiring of Test Assistants 

(5) Regional training session for Site Coordi- 
nators and Supervising Testers. 

(6) Local training session for Supervising 
4 Testers and Test Assistants. 

(7) Assignment of Supervising Testers and Tesi 
Assistants to teams. / 

(8) Preparation of testing materials. 

(9) School visits by the. test team. 

(10) Verification of classes and children to be 
tested. 



SC, FS 

FS, FTD, SC \ 



TS, SC 

FTD, SC 

SRI Field 
Operations 

r 

SC, ST 



SC 

SC, ST, TA 
SC, ST, TA 
EC, ST 
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Preparation of a Testing Schedule ^' 

The testing ^schedule is basically the responsibility of the Site 
CooxddLnator. A tentative schedule should have been prepared by the Site 
Coordinator, and presented to the Field Supervisor at regional training* 
The schedule for individual classes should be finalized by the Supervising 
Tester during or before the local training period. « 

The following steps are necessary to complete the testing schedule: 

CD Review by the Field Supervisor and Site Coordinator of 
classes and children scheduled for testing by SRI. « . 



(2) . Confirmation of the c^Lasses and children scheduled for 

testing by Follow Through Directors and principals. 
•» 

(3) The drawing up of a preliminary schedule for each school 
by the Site Coordinat6r. 

"(4) Agreement by the 3upervising Tester and classroom teacher 
on a specific date and time for each class or group of 
children to be tested* 



* Review of Classes and Children to Be Tested 
by Field Supervisor and Sife Coordinator 

SR! sends to the Site Coordinator a Preliminary' Test Sample that lists 
the classes or portions of classes scheduled for testing* X^' some cases 
only^a few children from a class are schMuled for testing. 



The Testing Group 

Tests are administered to children In groups. A whole class or 
a group of children from several different classes may comprise .a test 
group. The size of the test group formed from several classes, should not 
exceed 25 children. Exceptions must be authorized by the Field Supervisor. 
Except in the case of make~upS| the same group of children will be assigned 
to« the five tifest sittings together. 



Test Groups from Combination or Ungraded Classes 

Combination classes are those where children at different grade 
levels are in one class. Only children at the grade level designated for 
testing by SRI should bb inoluded in the test group. 
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Unladed classes are those classes in which children have been 
in school for varying lengths time, 

Dtiring the rostering process, grade level designations were 
assignied to children in ungraded classes. Only those children with as- 
signed grade designations scheduled for testing by SRI should be included 
in the test group.. 

Only one grade level should be represented in^any test group. 
This means that in a class where there are second and third grade children 
scheduled for testing, a second grade test group and a third grade test 
group should be formed. 

The Site Coordinator checks over the sample for errors and 
omissions. The SC then makes a preliminary determination of the length 
of time that would be required to test all the children in the sample. 
The Site Coordinator and the Field Supervisor review the schedule and 
discuss the number of test teams that would be. required* 



Confirmation of Classes and Children 

After this review, the Site Coordinator presents the sample to the 
Follow Through Director, mentioning the number of classes scheduled, the 
length of time required, and the number of test a.ssistants needed. After 
the Follow Through Director has seen and approved the plans, the SC contact 
the principal of each school involved and reviews with him the test sched- 
ule fbr his school. As a result of these meetings, the Site Coordinator 
should be able to determine a particular 'week or weeks in which testing 
is scheduled in each school. 

Drawing Up a Preliminary' Test Schedule 

The Site Coordinator then draws up a schedule based on the Preliminary 
Test Sample and* discussions with principals, and Follow Through Directors. 
(See Exhibit 24.) . 

Table 3 shows the SRI testing schedule by* day for each grade level. 
The approximate testing time required on each test day is also shown. 
Time for preparatipn and collection of materials is not included. 

This schedule should serve as a guide for Site Codrdinators and 
Supervising Testers in schedufe planning. 
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ScHne parts of schedule planning are flexible and subject to negotia 
tion in individual projects and schools. Other parts are not flexible . 
aiad must, be adhered to strictly by all test personnel in. all projects. 

The following rules must be strictly adhered tor 

• Testing must take place in the morning before the class lunch 
hours. ' , 

• The MAT mUst be administered over a five-day period. . 

• Tests must be administered by the SRI. test team* * 

• Every effort must be made to test all classes and children 
selected by SRI. 

^ Table 3 . 
TESTING SCHEDULE 



Test 
Sitting 
Day 



Tester** 
Child *s Direction 
Page 



Test Section 



Booklet 
Page 



Kunber 



Adminis- 
tration 
Tine in 

Minutes^ 



Second Cr^ide'^PriBary tl MAT <Turquoise booklet) 



1 


Practice Page (What to Do) 


20 


4-6 


10 




Test 1-- Worfl Knowledge 


2-3 


7-8 


18 




Test 2—Vford Analysis 


4-5 


8-11 


15 t 


2 


Test 3-*-Reading (Part A: Sentences) 


. 6-7 


12-13 


7 




Test 3— Reading (Part B: Stories) 


8-10 


13-1^4 


23 


3 


Test ^-'-Spelling ^ 


11 


15-16 


10 t 




• Test 5->7Matbematics Computation 


12-137 


16-17 


18 


4 


Test 6««Mathematics Concepts 


14-16 


18-20 


20 t 


5 


Test 7 — Mathematics Problem Solving 


17-19 . 


21-23 


25 




Third Grade'-- Elementary MAT, Coopersmlth, lAR 


, Raven *s Progressive 'Matrices 





1 


(Orange booklet) MAT Practice Page (What to Do) 




4-5 


5-6 1 




(Orange) MAT Test 1-rWord Knowledge 


2-3 


6 


15 




(Orange) MAT Test 2— Reading . 


4-7 


7 


25 


2 


(Orange) MAT Test 3— Language (Part A: Sentence Sense) 


8 


8 


8 




(Orange) MAT ^-est 3— Language (Part Punctuation, 










Capitalization, and Usage) 


9-10 


9-10 


22 




(Yellow) Intellectual Achievement Responsibility Scale 


— * 




15 




(Orange) MAT Test 4— Spelling 


11 


Xl-12 


20 t 


r- 


(Blue) Cdopersnitb Self Esteem Inventory 






25 t 


4 


(Orange) MAT Test 5— Mathematics Computation 


12-13 


' 13 
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' (Tan) Raven Progressive Matrices 






15 


5 


(Orange) MAT Test 6-* Mathematics Concepts 


14-16 


14 


25 




(Orange) MAT Tes1^V— Mathematics Problem Solvinr 


17-19 


15 


^ 30 



A5lministration time does not include preparation or collection of materials. 

^These tests are tester-dictated. Times giv6n are estimated working times, not exact time limits. 
^The whole test is given at one sitting^ "so the whole booklet is used. 
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- Make'^Up Testing 

The schedule should .provide time for make-up testing. It is 
ideally done in the morning, before, after, or in-between regular testing 
\*sessions scheduled for .the class. It is acceptable , to schedule time to 
return to the class at a later date to administer mjake-up ^tes>fe. It is' 
important to remembe^ that no child may receive moa/e than t^ sittings of 
the MAT in addition to the practice session on any one day. 



Agreement on Specific Dates and Times - 

^# 

After Supervising Testers have been, assigned to specific schools 
and classes by the Site Coordinator, they should contact each teacher and 
confirm the specific dates and times for the class or children in the class 
,to be tested. If possible, no testing should be planned close to special 
school activities. - . • . 



Scheduling Forms , \ 

Forms to Be Completed by the Site Coordinator . 

Site Coordinator Schedule Planning Sheet- -This form may 
be used by the Site Coordinator to draw up a preliminary 
schedule. It provides space for scheduling foUr teams 
for three weeks. (See Exhibit 24.) 

Follow Through Director's Information Sheet — The Follow 
Through Director's Information Sheet should be completed 
^ by the Site Coordinator and given to the, Follow Through 

Director before testing begins. (See Exhibit 28.) 
This form provides space for the name and phone number. 



Forms to Be Completed by the Supervising Tester ^ . 

Supervising Tester Planning Sheet (in ST Handbook)— When 
the Sup5rvisin& Tester visits teachers for the first time, 
information is gathered about class recess, lunch hours, 
, and the like. These data along with other, important notes 
about the class are recorded on the Supei^vising Tfester 
Planning Sheet. (See E^Aibit 16.) 
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Preparation x>f the School Community for Testing 

. * It is important tb ^remember that SRI is a, guest in the coimaunity and 
the classroom, ^It is important , that all cotirtesies be extended to our 
hosts^ the. school commimity. Therefore, the testing cycle begins with 
visits to the principal and teachers by the Site Coordina"tor^ and test • 
team. Tlie purpose .of these visits is to acquaint principals, teachers*, . 
and-dhildren with the evaluation and the testing schedule as well as to 
answer any questions they might have. It is also a time for'the test 
team to become acquainted with the school and its environment. Under • ^ 
no circumstances should testing begin \mtil those visits have taken place. 

It should be Remembered that ^although these meetings should serve to 
answer questions principals and teachers may have, no Site Coordinatorbr 
Supervising Tester should disjjuss a child's>ability or performance wlrth\ 
anyone. No attempt should be made tb fli^gnose or agree or disagree with 
a* diagnosis provided by another party. This Is extremely important. 



Site Coordinator Visits 

*w , ■ . / ' ' 

The SiJ;a Coordinator should be the first visitor to the school. The 
first visit may have "been during the winter ^ when SRI was* in the process 
of selecting classrooms for testing. 

. \ • ' ' ' ■ ' - ' ' " ' 

A sebo^ visit should have been made to confirm testing dates for the 
school « (See page 37.) 

-Once testing begins, the Site Coordinator -should atten^t to visit 
each testing site at least once a week. 



Supervising Tester ^VisjLts " * 

\ - ■■ ■ -7 ' 

The Supervising Tester must pay at le'ast two Visits to ^the school 
before testing begins* On the first visit, the Supervising Tester should J 
go alone. A meeting should be held with the princrpal'of the school before 
meeting with the classroom teachers. The SupeVvising Tester should explain 
the manner in which testing \vlll proce^ and learn from the principal "such 
matters as the proper method^of signing in and school policy on dress, 
smoking, use of lojinge ai^as, and the like. ^ * . 

The Supervising Tester should try to arrange for a spate for the 
test t^am to work, meet, and prepare for tes'ting. 

• \ . 
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meeting the teacher, the Supervising Tester yjjwld go over the 
testing proc^d^es* a^d answer any questions the teScher. may have. Infor- 
mation on *such matters 'as class recess and lunch tii|pBs, hdlidsiys, or^ 
scheduled activiti^^ ihat may Interfere with the^te'sting period should 
be gathered at this time. ' ^ - * 

The Supervising Tester should also becpme acquainted with^tl^e phy^ice^i 
^arrangement of hhe class and discuss n^esfeary ^changes in arrangement ^ith 
th^ teacher. The ^teacher's policies o>^6iJdh matters as going^o the drink- 
ing fountain and the batihroom should aX^o be c^ciissed.- Names o^f child]ceK 
who have physical handicaps, ghoul'd belnotefl. This informati<rti should ie 
recorded on the Sifpervisiilg Tester Planning Shdet. (Se^ ExMibit 15* ) ' 



^he Super^sing Tester should then spend some time getting acquainted 
with Ijhe children. 'It is atJOiis time "that the building of mutual 'trij. ^ 
between the tester and the^^ildjj^n shoufd begin. He should move^i(Eov 
the roijm, engage^in ^nversation'with as many childrey as .possible, ^llow 
physical contact, and mak^ positive commenl^s about ti/e cl^ildren and ^he 
classroom "environment. Before leayi^ tjie classroomf, the Sup^rviaipg ^ 
^j5ter should tell the* class when h^illp5*eturn, what will take jfl^ce ^ 
when^be re|urn^ and that other people will be dnvolved. / f 

. \' ' ' / \ ^ .4) ' 

If possible, the Su^rvising Tester should take along copies of the 
Testing Source Roster. The names of the children on the TSR who are 
scheduled for testing should be reviewe<? ^ith the classroom teacher to 
'make^certain that they are still enrolled in the cjj^Q. This task, is ^"'^^ 
discussed 'in-detad* in the section 6f this manual on Testing Source • 
Rosters. V / ' - . 

* ; * ^ ^ * I y ^ 

^* \ On /the second-Visit to the schools^ 'the Test As^sistants should 
accompany the Supervising Tester. This visit should occur toward the 
of Local Training. ThQ Supervising Tester should introduce the Test 
Assistants to i:he principal and , the secretary. The Test A&aistants shoul; 
familiarize themselves "with the layout of the school building, ' and give 
caCref^l attention to 'the location of bathro'oms, water fountains, and 
emergency exits. • \ ' ' 

• - . . • •'. • ) 




, . .. RosJeririiEr of. Gl^sse^, . ; . ' . \ ' -* . \ ^ " 

^\ January 1975, isite Coordinators were ask^d, to .locate, children who , 

either ha4 been te>s%ei^ by SSRI' kt an earlier time or for whom there was 
depojEcaphic ipforiaatioh in fhe SRI data ban^. Oiese chiidrea weire listed 
Alphabetically by project, school and grade levei ofl.a document called -\ 

• ] thQ Tracking/kostering^ Soiirce Docuiri^nj; . (T/R SD) > There were labels pn 
the:t/1l sp -iipr each chijd* ^ /• ' ' ; ^^ \ \ ' . - : V ^ 

The Site Codrdjinatorg restored all Follow Through classes i^ each 
projecTt and some nop Follow Through classes. Non Follow Through rpster- 
ing was 'based on the number of NFT children located,JLn the class for whom 
^RI had previous data* . If. ten or more JNFT children weri9 located in atJ 
,NFT class, the whole class was roste;red. If less than ten children were 
located in the class, only the located children were restored • 

^ \ In all instances the Site, Coordinator restored using *the three part 
Classroom Roster and Related InfoTO^ (gee. Exhibit 1.)/ On 

* : copy 1 (white) the child ^^^nanila, birthdate, sex and other, information was 
recorded. This copy of the roster remaineid in the poissession of the Site 
Coordinator* On 'copy 2 (pin|}:) the same in^brmatlon appeared wlthqut .^e 
child's n^e. Labels from the T/R Sp were also Attached to thlg copy. ' 
This copy of the roster was returned. to SRI. On copy 3 (yellow) the 
child's demographic data without names or labels appeared. ''This copy was 
rettirned to SRI. From the pink copies of these rosters i SR^I-has. produced 
•? a Testing Source Roster. (See Exhibit 2.) _ * 

Testing- Source Rested Format > 

; - CJ^ass Identification Data^ .1. 

' ~* ' ' • • ' 

^ " The following identification information is in the heading of the 
roster. 

• Line I shows the code nlmiber and name of the Follow Through Sponsor, 

• Line II shows the code number and, name of the city and state in 
which the Follow Through Project is located. 

• Line III shows '^e code number and name of the school. 

• Line IV shows .the class code number, grade level, afad identif ies 
the class as Follow Through or Non Follow Through and the name of 

, ' the classroom;^ teacher * . 

• The opening and closing dates of school are shown in the upper' 
right hand corner. * r , 
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Is the case of combiiiation <3r imgraded classes , a roster will 1>e , 
printed tor each ^rade level schedxiled for testing. The grade level of 
the class ivlll be shown plus ac notation indicating whether the class is 
'combination (CBffi) pr ungraded ' (IWG>, 



Child Data 

The following basici demographic data for each child whose name 
appears on the roster: 

• Child cross-sectional and unique identification numbers. 

The cross-sectional ID number consists of ten digits which- 
identify the child in terms of the project, sponsor , geographic 
location, school, grade, class and the line. entry on which 
th^child's name was listed ^n the roster completed in 
January 1976. The unique roster is specially encoded for 
use in longitudinal study. - 

• Name (if available) 

. The children on the Testing Source Roster identified by 
name are children for whom SRI had identification labels at 
the ^time of rostering. The children on the. Testing Spurce 
Roster not Identified by name are children for whom SRI had 
no labels at the time of rostering* 

• Birthdate 

> Sex • ' 

• Ethnic group 

• Language 

• Number of months of Head Start or equivalent experience 

• Ntmiber of monthis of Follow Through experience 

• Asterisk * in the case of-»target children who must be teste 



, Itabels . 

^ A label for each test booklet the child will use will be found on 
the left side of the testing soui^ce roster. The labels will show the 
following data; 
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• Child name (if available)' . ' 

* . i ' Unique ID^ number^ 

'The xmique. ID iiumber is an eight character identification 
niimbey assigned to the child. 

• Cross-sectional ID number. 

Space Provided for Data Collection . . . ^ - • 

Space has been provided ifor the collection of certain data on the 
Testing Source Roster. Data' must be_ collected on the availability of the 
following; , ^' " ' ' 

- ♦ - • 

An entry indicating the child *s eligibility for Follow Through 
Services. (This information is shown for FT children only 
and should not be collected for NFT children.) 

• Classroom Instruction (CLS INST)^ 

•t Lunch - ' 

• Medical and dental care 
•..Other services 

Date (child), entered class * . 

• Date (child) left ' / ' * 

• Numbcfr' of days absent 

• (child). Tested? 

Correction of Data Errors 

• If errors are found in class identification or child data, they 
should be corrected directly on the roster. A careful check should be 
made before data on the roster are changed. Possible changes on the 
roster should be discussed with the Site Coordinator before changes are 
finalized . ' • 



Correcting Class fdentification Data 

If the name of a school has changed, the old name should be circled, 
and the new name printed beside it. 

4 

If the teacher of a. class changes, the former teacher's name should 
be circled, and the new, teacher's name printed beside it; 

. 47 
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1^ a teacher leaves the school and ier class is divided amdngf two 
new teachers, the former teacher's, name ^l^ould be circled, and the names 
of the two new teachers printed beside it. Each child* s neW teacher . 
shoilld b^ lifted (above eaclt- chilcf* 

Correcting ChildyPata . 

If the child's name. or other datum is printed incorirfectly, circle 
the incorrect information aijd print the correct ^information above It,. 
ID numbers (e.g., 01) are for SRI use only, and should never be ;changed, ^ 

If any child Information columns are left blank or have the code- 
"dk" written in them, the missing Info^rmation should be sought out . and 
recorded on the roster, ^^^'the data faknnot be found * *'NA" should be re- 
corded, ^'NA'^ means "Not ^Available," and indicates that a^search has been 
made and that it is certain that, the information will never be available. 
If "NA" is preprinted on the ros1;er, np attempt need be made to find these 
data. • ^ ^' ' ' ' 

Finding Names of Children for Whbfai Only ID Numbers Are Shown 

To obtain the names of missing children, the Site Coordinator must 
check the Testing Source Rosters against €he white copies of the Classroom 
Rosters . ^ / * . * 

(1) Chi3ck each Testing Source Roster for entries where no names 

. are shown. ' 
♦ ' ^ '•' - ^ ' ' , , 

(2) For each entry lyith no name, find the name of the teachier on 
the Testlrig Source Roster and the last two digits of the . 
cross'-*sectional ID/ for that en try T"^ 

,(3) The last two digits of the cross-sectional ID identifies 

the line on the Vhite dopy of the roster where the child's 

data is entered. , • . 

■* ' . ' > ' » 

(4> Compare the seic and birthdate shown on the white copy of 
the roster to that shown on €he Testing SoUrce Roster. 

(5) If the birthdate and sex match, enter the child' s"nam.e. 

(a) On each of the labels adjacent to the child's name. 

(b) In the space j^rovided for the child's name on the 
Testing Source Roster itself. 

There are times when the digits on the white copy of the roster may 
not agree with the digits on the Testing Source Roster, even though birth- 
date, s.ex and other data match. In these caseis, the Testing Source Roster 
number is considered correct. 

.V 48 ^ ' ' , * 
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identifying Children Scheduled for Testing 

After printing the missing names on the Testing Source Rostets, the 
Site Coordinator should check thfe classes to be tested against the 
Preliminary Test Sample, the Testing Source Ktster lists children as ' ' 
they were rbstered in January 1975. 

On the Testing Source Roster (TSR), the children scheduled for 
testing are listed by class. Target children, that is, children who have 
been previpusly tested by SRI are. also identified on the Testing Source 
, Roster by an asterisk in the column headed TGT CHD (target child). On 
the Preliminary Test Sample, the classes scheduled for testing are listed. 

Distribution of Testing Source Rosters 

The Site Coordinator should distribute the appropriate Testing 

Source Rosters tt> each Supervising Tester. The Supervising Testerjg should 

be given Testing Source Rosters for all classes and children the:^^e 

•scheduled to test. Th;6 Site Coordinator should tell the Supervising 
Tester whether a who]^ class should, be tested or groups of children should" 
"be tested. ^ \ 



PrerTesting. Check of Children Scheduled for> Testing . 

The Supervising Tester should then take the Testing Source ..Rosters 
to the assigned school and compare the childj-en scheduled for testing with 
those shown on the teacher's class record. ' * 

Children Listed on the Testing Sotirce Roster Who Have Lef t 
the Classroom ^ . 

Whole Class Sciieduled for Testing 

' If a child scheduled for testing is no longer in the 
classrpom, a line should be drawn through all his 
demographic data on the testing source roster.- The 
J date the child left the class should be recorded in 
the^ space provided. 

Partial Class Scheduled for Testing 

If a child who is not scheduled for testing leaves a class, 
no entry need be made on this Testing Source Roster. 

49 , 
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Children Not Listed on the it<^ter Who Have Entered tWciassrocMi ^ 

The Super^sri-sing Tester must report tp the Site Coordinator the names 
of ail children ^ose names ax?§ added to the Testing Source Roster. 



Whole glass Schedujed for Testing 

in a class where, all the children are scheduled for testings, 
every child's name should appear on the Testing Source Roster. 

If a child is not listejd on these rosters, lie should be added 
at the end, of the roster. * , • 



Partial Class Scheduled for Testing 

In scHne cases only portions of classes will be tested. Any 
target "Nchild found in such a classroom whose name is not listed on the 
Testing Sx)urce Roster must be added to the Testing Source Roster. Any 
child who/enters the classroom and is not identified as a target child 
need not beNrostered. -* 



MakingNgntrles on Testing Source Rosters 
/\ 

When a chaS^d is added to the roster, the following entries musi: 

be made. 



n^l ID must be assigneid to the child. The 
its of each child's ten digit cross- 



(1) Name, bir-a^date, sex of the child. 

(2) A cross- 
'The last two 

sectional ID is^mder the column headed "I.D." When 
assigning -these two digits for a new dhild added to 
the roster, look atN^he las't entry in this column 
and write in the spacXprovlded the next -consecu- 
tive number. To aid in\his process, SRI has 
prepr;i:nted the first avaiTi^ble ID on each Testing 
Source Roster. Tlhis should Nje assigned to the first 
chil*d added to the roster* 

(3) The Site Coordinator will check ^e Child Directory 
and Tracking/Rostering Source bocmhent to see if the . 
child has been assigned a unique ID oy SRI and if the 
child is a target child. The Child Dju^ctory was 
given to the Site Coordinator in January>v If the 
child's name is found on the Directory, theSgite 

0 50 
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^ Coordinator -shauld then find the Tracking/Rostering 
Source Document -on which the child's data is listed, 
and locate the child *s Unique ID number This number 
, . , consists of alphabetic and, numeric ,ctiaracters^» The 

Unique ID number is found UAd;erneath the child's last^ 
name on the :Tracking/Rostering Source Document, The 
Site Coordinator should also, check the tracking code 
column on the T/R SD, If the tracking code coiuam td 
i:he right of the child's name shows a nimiber, the child 
is considered to be, a target child. The Supervising 
Tester will then record^ the Unique ID in the appro- 
priate column* If the child is identified as a target 
child, an asterisk should be placed in the space 
marked target child (TGt CHD). 

(4) "The Supervising Tester should make labels for the added 
^ ^ child" containing as much of the following information 

as possible : , ' 

. ' * (a) Child's name* 

(b) Child's ten digit cross-sectional IBy this number 
cons^ists of. the following 'codes for sponsor, 
project, school, grade/* teacher and child' 
respectively. ^. ' 

(c) Child's Uni^que ID, if available* 

(d) An asterisk if the Site Coordinator has identified 
the child as a" target child* 

Forms ' , 

Fonns to Be Completed by the Site Coordinator 

School District Personnel (in'SC Journal)-- -The names and 
telephone numbers of school administration personnel not 
directly Involved, in. testing schould be recorded here 
(School Superintendent, District Paymaster, Director of. 
Testing, and the like)* (See Exhibit 22,) 

Schobls to Be Tested (in SC Journal) — The names and tele- 
phone numbers of all schools where, testing is scheduled and 
th^ names and titles of persons such as principals, vice- 
printipals, and secretfiries should be listed for reference, 
(See Exhibit 22.) ' . ' 
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J Clcissjgoom Roster 'aha Related Information Form 

: T&iff roster i»as completed J>y tfiie Site Coordinator in January 
1975, Thfe Site <5dordiuatdr should have retained the white 

a 

copies "Of this roster;. This roster is used as a source of 
. names ot children who; are shown only by ID numbers oh the . 
Testing Source Roster* \ , , 

I* 

Tracking/Rostering Sotirce Documents 

These documents were given ta the Site Coordinator in January 
1975. ' It lists children previously tested and/or rostered 
by SRI,. The children are listed by school and grade. 

Child Direxstory 

This is an alphabetic list of all Follow, Through and 
Non-Follow Through children in a given project whose names 
are shown on Tracking>^ostering Source Documents, The 
Directory also identifies the school T/R SD on which each 
child is listed. 



Testing Source Roster . <«b- , 

These entries must be checked against the white copies of 
Che classroom information rosters ^ completed in January, 
t6 determine the names of children^ The names should then 
be entered on the Testing Source Roster, 



Forms to Be Completedvby the Supervising Tester 

Schools to Be Testejf/Personnel (in ST Halidbbok) — The naiiies 
and telephone numbers of school adtiiinistratord in schools 
where the Supervising Tester is assigned s^iould be listed 
here. (See Exhibit 13.) 



Supervising Tester Plani^ing She6t (in ST Handbook) — When 
the supervising Tester visits teachers for the first time, 
information is gathered , about- class recess, and lunch hours, 
and the like. These data along with other important notes 
about the class are recorded on the Supervising Tester 
Planning Sheet. (See Exhibit 3.21.) - 

52 ^ 



48 



Testing Source Roster^ llie Supervising Tester Is given 
these rosters by the Site Coordinator. When "the ST visits 
the classroom, the rosters must be checked against class- 
room data for those classes and children. scheduled for- 
testlng* 
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- - VII LCX^Alf TRAllfiJ^^ ' " \ 

Local training for Supervising Testers and T^st Assistants is usually 
field about ^ one week bisforei testing begins* The pui»pose of the training 
session is tp orient test Assistants, to the evaluation ^and to teach them 
testing procedures. During thjs time, al^o, testing materials are mad^ 
ready for testing arid test teams visit the? schools and classes to which 
they have been assi^ed. Assignments of test As^sistants to test teams, 
^e made at this time. " - 



Local Training Site 

, The local training site should be '^rangjed by the Site Coordinator in 
conjunction with the Follow Through Director, The local training site 
slxould be a public building in a central location easy to xeach by public 
transportation. Since trainees are responsible for their own travel and 
meals^ there should be access tq inexpensive eating places in the area. 
The room should be large enough to allow participants space for "spreading 
out" training materials. It should also allow space for small group meet- 
ings among test team-members. The room^ould also be suitable for the 
showing of the training filta. * ' - ^ ^ 

Local Training Participants 

The Site Coordinator, Supervising Testers and Test Assistants are 
required to attend lojcal training sessions* The Follow Through Director 
and PAC Chairman must be invited to attend. Other, school administrators 
are welcome at.^;hese sessions arid may be invited to attend. . 



Preparing for Local Training * . ' . • 

Local training is conducted by the Site Cooi:dinator with the assistance 
of the Supe^rvising Testers. The Follow Through^ Director, PAC chairman, or 
other district personnel may be asked to assist with orientation activities. 

tn preparation for Ipcal training, the Site Coordinator, with the help 
of' the Supervising Tester should: - , ^ 
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(1) Udke out an agenda similar, to the one showa in this manual « 

(2) Assign Supervising Testers to local training tasks, 

(3) Check that all training and testing materials have 
"' 'arrived and are in order, 

(4) Study 5RI training materials, ^ • 

" J^S^^Arrive early op the day of .local training to arrange. 

, the room and training materials >for easy distribution. 

(6) Check that training film has arrived and a 16 mm sound 
projector has been obtained for the meeting, 

S 

Local Training Agenda 

Table 4 shows a sample local training agenda. The agenda must include 
time for orientation, viewing of a film on testing, role playing and prepa- 
ration of testing materials. 

The amoufiT^f time planned lor each, activity should be considered 
carefully. Time for individual and group meetings iff most important. 
If visits must be made to the schools during training time^ attention 
must be given to the hours at Which school officials are available. The 
agenda should be typed out and given to all training participants. 



Assigning Supervising Testers to Tasks . 

The Site Coordinator should assign Supervising Testers to local 
training tasks. This is not only a help to the Site Coordinator, but it 
also, serves to increase the Supervising Tester *s cpmpetence and confidence, 
The assignnient of tasks sho\ild be made carefully. The Site Coordinator 
must make a judgment about the ways in which the Supervising Tester could 
best work) based on obs§rvations at Regional Tr^ii^ing and in meetings, ' 



Training Materials • ' ^ 

Test and training materials are usually. shipped to the Follow Through 
Director's office during regional training. The Site Coordinator should 
check to see that these materials haVe arrived as soon as possible after 
returning from.^ regional training. 
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-"'-A' ^ s' / ~ Table;.4 \~ 

: 'Registration ' / • - 4. . 

: \iPa3rticipantfs inj^^th Site Coordinator 

Di;S,tributipn ol materials to Test Assistants 
/ , ' • . Blue Bidders ' 

Name Tags . ' 
. Introductions, v , . 

Follow Through Director 
Supervising Testers 
Field Supervisor ' 
Test Assistants 
Visitors 
. vilJOvervieW (See pages 1-8,) 

The Fpllbw Through Program 
Office of Education 
Stanford Rese^ch Institute 
Field Operations 
The Spring Testing Erdgpram 
Brief Job Descriptions 

• Field- Supewisor 

^ Site Coordinator ^ ' - 

• Supervising Tester ^ 

• 'Test Assistants 

- Test Assistant Pay Procedures . 

- Working hours * , * 

/'^' - How hours worked are ^to be reported 
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Break 



ph. Stte Activities 

(1) Te3ti3 to, be admiiistered ' 

(2) ^rade levels to be tested 
Testing: Plans • 

• Training 

• School visii;^ , 

• Testing ^ 

• Docrumentatioxl of testing: 
^ • Checking work compJ.e ted 



Lunch 

AFT^RNOOT^ DAY 1 



V 



, Xntrofduction to: th& test , battery 
Description of tests 
. Generatl testing procedures 
. Preparation for testing 
/ * . Inventory of test cartons 

SRI Training Film 
RipimiNG OF DAY 2 / 

Preparation for testing 
Role of test administr:ator 

Question and answer period 
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'J * \ * - Table 4 •(Cdntinued) - , . . \ ^/ 

m6mJING OF 1)AY< 2 ^^1^^^^ V ' ^ . . ^ 

/Trainees Rea^sWhat .to Do Section, Sitting: 1 MAT ^ ^ 

Practice In Testing - ' " . * ^ 

Trainees pra^'i^e the following test administrator behaviors, 

• Reading test directions - ^ ' 

\ " • Communication Jbet^en tester apd child 
AFTERNOON. OF DAY 2 . " * • ! 

Limch • ^ - " ' *' ' n 

Test Team Procedures 

Fonns ' . ' ' , 

• Testing Source Raster - -^N - ^ 

• Classroom Testing VTorksheet , 

• Tester' s^Log^. - . ^ K . 
T^rainees Read "sitting 2, lAR ..^ 

Practice in Testing 

• Communication between test administrator and monitor 
Homework " 

• • ^ Xearning si^al* ^ ^ , * 

Learning., appropriate verKTal responses to children 
MORNING OF DAY 3^ * ' ^ 

Trainees Read Siti^ing 3 MAT, Coopersmith and Raven's 
Practice in Testing ^ . 

Ti:ainees practice the following test monitor behaviors: 

• Observing children ^ • 
• ^ Signaling test administrator 

• Recording .problems on npte pa^ 
Test Team, Assignments , 

Test Assistants as^^igned. to. Supervising Testers 
Meeting of Individual teams 
* ' Exchange of names, phone numbers 

' " 'ei 
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..• . * - r Table .4 (Cbnciuded^ / ' " : . 

/ > ; DiBcussioxi and. idle pla^ : - 
Rappo^Pt and ^M.cipli^^^ - / - 
^ -•^ Wdrk?.ng i^tV olxiliaren ' - ' , ,-7/ - 

, • . Introducing the staff ' * - . 

" • Iritxoducing the tests 

• ' • ,\ . . ■ : • 

• Discipline problems 

Completing^ Testing Forms ^ 

* * Classroom Testing Worksheet 

• Ttester's Log . ^ . 
" - • School Testing Informatl6n*Sheet ' ^ 

• Name cafds> for children 

• Labeling test booklets 

• Teacher Testing Infomation Sheet , 

Check on first day*$ test materials^for each team by Site Coordinator. 

Review of school district pollgjsiofti^ess , signing In to schools, 
and the like. 

Test Team visit to schools* 

V ' . ^ 

• Testing Source Kost&v checked with teacher. ./ A 
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, ^ rA packing, list showing the materials prepared by SRI will be found 
on one 6f the cartons • The following ntaterials will be pvoyf^ for the 

iit^;^ _ I' . \/ . . > . * " 

♦ T^st JCartons— One per class plus one extra:: carton for 
, each giade level being tested (clieck letter on. carton 

that indicates grade, to be stxre cgrrect test booklets 
' liavef-been seat),* The, tests in the extra carton may/be . 

txsed for local training and when additional Ijoqklets 
are needed during /the regular testing process • 

• Blue Binders~ For each' Test Assistant 



If any ^ problems with materials occujr, 
a COLLECT station'*to-station call shoiad 
be placed to Ben Samson at 415/326-6200, 
Extension 311.8. • .^v- - 



These materials will be distributed at r^ional training: 

• ^ocal Training Attendance Record 
- • Classroom Testing Rosters 

Site Coordinator Jouiiial., 

Red binder for each Site 'Coordinator and Supervising Tester 

• Supervising Tester Handbook - - 

• Test Team Work Kit ' . 

• Site Coordinator Schedule Planning Sheet * 

The' SRI film on testing will be sent to the Site Coordina:tor, and 
should arrive the day before local "iraining, 

" Studying SRI Training Materials , - • 

The Site Coordinator and Supervising Testers should study this manual 
and their notes from the Regional Training session. The group should re- 
view procedures and forms so that questions tl^at may arise may be checked 



*Lth'the, Eielia'Sui>ervl^^6r before local trainingr begins*. It I3 Impprtknt 
. fhat Slfe Coordinator and Supervising Tester agr.ee 6x1 procedures bef ore 



Local Train tog .Activities ^ ' ^ | . - 

-Orient gttion of. Test Asgistants . 

Time should be taken to introduce the Follow Through Directory 
ojther guests and the Supervising Testers, Some arrangellients should be 
made for the Test Assistants to be introduced to the trainers and to 
each, otjiier;^ ' . - - 

. . Test Assistants must be o'r.iented to the Follow Through program, the 
national evaluation, and SRI and school district policies. T^e Follow 
Through Director may wish to explain the local Fpllo* Through program 
and school district policies. ^ - 

The Site 'Coordinator should take responsibility for explaining the 
evaluation and its^ relation to SRI and OE. 

^ The general^ nature of the testing program on site, tbe SRI Fipl4, 
Operations testing staff and their roles7"shbuld then be reviewed, , 

Some time jshould be spent explaining the chain of ^amiQiid^ TeBt * ^ 
Assistants should be told that even though they are paid by the sclipql^ 



district, they will be supervised by the Sife Coordinator and Supervising 
Tester, ^ \ i j ' , ' 



Teaching Testing Procedures ' 

Test Assistants must b^ trained to administer ;t he testB as ivell as 
to monitor them so that they will have a ccwaplete tinderstanding- of the 
testing process and will be able to provide for back-up in the absence of 
the Supervising Tester, 

It is recommended that teaching procedures include the SRI film, 
demonstrations by the trainers, and role playing by the Test Assistants, 

/ ' / . ^ ^ , ' * . ^ " . ' 

The testing procedures shown in the SRI film and dis<cussed in the 
test administration section of the manual &ve applicable both to the/MT* 
and the tests given at third grade level, . 

• . • • V . 
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First; a sjiort explanation of tte. tests and their purposes should 
be given* After a short general des.cription of the. testing process^ the- 
SRI film should l>e ^hown. The film is arranged in. units (e.^., Preparation 
for Testing, Test Administrator Behavior^ Test Monitor Behavior). It is 
recommended that the film be shown in it& entirety to the group first* On 
Succeeding days, sections of the film may be shown as they are taught in 
the session. 



f Teaching Preparation for Testing" 

The trainer should emphasize to the group the importance of planning 
and organizing materials. The, test team will be working with the Test 
Carton Inventory Form, the Testing Source Poster, the Classroom Testing 
Worksheets, and the*^ Tester's Logs. All these forms should be explained 
carefully during training. The Test Assistant will have copies of these 
forms in* the blue bii^der. The trainer should review these f on£s\and give 
everyone, especially the Test Assistants, ah opportunity to work with 
them in a practice session. ' 

Discussion of rapport-building ac^vities such as working with 
children or the preparation of the test rSbm should also take place. 

- Teaching Test Administrator Behaviors 

^ Everyone must have the opporti^ii,ty to read silently the entire test 

or tests they are scheduled to administer or monitor ♦ They should become 

familiar enough with the tests to be able to discuss them with the children 

during practice sessions. : , 

* 

All trainees should become familiar with such characteristics of 
tests as: 

(1) The manner in which the child is required to mark answers* 

(2) The kind, of learning task the child is asked to demonslJrate 
(e.g^, matching words with pictures, spelling). 

(3) The nature and number of the practice items. 

The trainees should practice reading over the directions several 
times, and giving the test until the delivery is smooth, natural and 
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without error* Enunciation of words is particularly important* Trainees 
should be encouraged to read aloud at home*"in front of a mirror. 

. The trainees should also discuss special situations, such as inter- 
ruptd|Ons and discipline problems.. . ' 

Use of Role-pjaying 

It is important that trainees be able to practice giving the tests in 
situations^ as close to real life as possible. If it is feasible, arrange- 
ments should be made to practice test administration with children not 
schediaed for regular testing. If this is not possible, trainees should 
play the roles of the children, test administrator, and monitors. 



Teaching Test, Monitor Behaviors 

The Test Assistants should learn the most common problems in testing 
described in the test administration section of this manual, and examples 
of acceptable kinds of test monitor responses. * 

The trainer should also teach all a set Of hand signals to be used 
by the test monitor and test administrators to comnxmicate dur^lng testing 
sessions. ' . 

A set of signals should be devised for the following messages: 

• I cannot hear you. 

• You are reading too slowly. 

• You are reading too quickly. 

• The children are tired; let's take a break at the 

' end of this. test section. ' ^ 

• The children do not imderstand-the directions. 

All the children in my (monitor) group do not xmderstand. . 

• This' child must leave the room. 

A model set of signals is shown in Figures 3 througl^ 8. 
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'Foiroa t6:.B^. Qpprdinatdy 

Local Training^ A.ttendknde: ' ; v - 

The Site * Coordinator is -responsible for seeing that every 
participant at ibcal training i^ig^s iri this book each day. 
/ (See Exhibit ae. ) \ T 

^ < FormS; .to. Be Cqnpleted by. the- Supervising Teste r ' 

Test Team Assignment^ Sheetr ^This fbrm gives each team member 
a^ written fbcbrd of his work assigninent for the testing 
period.; (See ^Exhibit, 1?,.) This sheet raqst be 
completed by the Supervising Tester. before the end of 
local training and distributed to each iaember of the 
team. The following information is to be completed on 
. ^; ^' the Test Team. Assignment Shee^: - 



• Name and phone number of Follow Through Director, 
Si%e.(366rdlkator, aiid Flel^^ 

Names, addresses,, and phone niMbers- of all test 
team membeirs(» 

Name oi the school and whether it is Follow Through 
or Non-Follow Through i - . ' «* 

• Name and phone numbefr of the principal of tbe school. 

• Name of the tecicher and grade level of the class *to 
be tested* 

• The scheduled test dates.- 



FoCTs to Be ^Completed by the Test Team 

The test team must receive^ and inventory, each test carton, make 
certain a testing source roster is available for all classes they are 
scheduJLed ko test, prepare a Classroom Testing Worksheet for eaoh test 
group to which they are assigned, and label test booklets for each 
child they are^ scheduled to test. J 
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Test Carton Packing and Inventory List 

An inventory of the materiala in each test carton must be con- 
ducted during local training. Because they' must be saved for the return 
shipment', th^ test cartons should b6 opened carefully so as not to d^age ' 
them, A Test Carton Packing^and Inventory List is found on top of the con- 
tents of each test carton* (See Exhibit 3,) This lijst should always 
remain with the test carton. The list should be completed as follows : 

• The Supervising Tester should record his name and the 
serial number of the test carton that is stamped in , 
bold black letters on the outside of the test carton, 

• The following materials shoiad be found in each carton: 
test booklets. Tester's Logs, Classroom Testing Worksheets, 
sealing tape, shipping labels, and directions for return 

of the materials. 

• There should be 29 to 31 test booklets in each carton. The 
number of booklets should be counted and recorded in the 
"Number Received" column of the back of Test Carton Packing 
and Inventory List. - 



Assignment of Test Cartons tb Glasses or Testing Groups 

In most Instances, one test carton should be used for each 
class or testing group* The name or names of teacliers of children in the 
testing group, grade school name, and test carton serial number should be 
recorded on the Test Carton Packing, and Inventory List (See Exhibit 3,) 

The Supervising Tester should make certain that the test 
carton contains the correct kind of test booklets for the group to be 
tested,. ^ , ' -^ 

The test cartoif should then be marked with the name or 
names of. the teachers whose children's test booklets will be in the test 
carton. 

Since there are 29 to 31 booklets in each carton, there 
may be instances where additional booklets are needed for a class or 
testing group. In other cases, not all booklets in the carton tnay be used. 
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Borrowing or LOaningr Test Booklets 

It is i>ermissible to borrow or loan test booklets from a 
test carton^ The extra test carton provided by SRI for each grade level 
'or the test 'carton of another class or testing group may be used* Borrow- 
ing or loaning of te^t booklets should be recorded on the Test Ca^Ltcfh. 
Packing and Inventory ULsf "tinder *^No» Borrowed/Test Carton- S/K" and 
"No* Loaned/Test Carton S/N»" 

• When test booklets^ iare^ borrowed from a test carton 
A and added to test tarton B, the number borrowed 
should b^ recorded in the "No* Borrowed/Test Carton 
S/n" column of the Inventory. List foimd in test 
carton B, The serial number of test carton A from 
which the booklets were borrowed should also be 

" entered here* 

• The number of test booklets loaned from test carton A to 
test carton B should be entered in the column titled 
"No* loaned/Test Carton S/^" found in test carton A* 



Testing Sojurce Rosters 

These are listings of classes f rom> the SRI data bank* Basic 
demographic data (name, birthdate, etc*), ID numbers and test booklet 
labels are shown for each child* (See Exhibit 2*) 

The Supervising Tester should have received from the Site 
Coordinator the Testing Source Rosters for the classes the team is 
scheduled to test* In some instances, only <;ertain 'children in a given 
class will be tested* These children will be identified on the roster 
by an asterisk* (See pages 46 and 49.) 

- During local training, the test team will put labels on test 
booklets, list testing groups on classroom testing worksheets,' and 
complete the cover of Tester's Logs using* data from the Testing Source 
Roster. *The remainder of the Testing Source Roster is completed during 
and after testing. (See pages 94 and 95*) > 
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, Labeling Test Booklets 

A label from the Testing Source Roster should be affixed to 
each test booklet in the space provided. The label shows the child's 
name and .idehtif ication numbers. The name of , the school, teacher and 
the grade level of the cl^ss should be printed in the appropriate spaces. 
No other Information need be written' in. Any corrections made bn booklet 
labels should be done by cirqling the error and entering the correction 
above it. Correction^ on. teat booklet labels must be /made on tbe Testing 
Source Roster. 1,1 



Classroom Tes ting Worksheets 

One of these forms is needed for each test group. The purpose 
of the form is to document the names of children in a given test group, 
and record the tests or sections of test each child has taken. It also 
aids. in scheduling make--up tests/ 

During local tjraining, the Supervising Tester name, test carton 
serial number, tjie name of th,e teacher or teachers whose children will 
comprise the testing group, and the names of the children should be re- 
corded. The rest of the Classroom Testing Worksheet is completed during 
testing. (See Exhibits 5 and 6.) 



Tester's Log ' . 

This form is used to document the environmental conditions in 
which testing takes place. (See Exhibits 7-^12.) 

During local training the front page of the log, showing the 
names of test team members, test carton serial number^ and identification 
of the class or testing group by teacher name, grade, and school sholild be 
recorded. 

The rest of the Tester's Log is completed during testing. (See 
pages 97-101.) ^ 
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Before I^ocal Training is Conclude.d , the'-^ite Coordinator should check 
•that: ' 

. ... . (1) Bach Supervising Tester ha%been assigned, to school's and 
/'Classes* * • ■ ^ 

(2) Each Test Assistant has been assigned to a Si^pervising 
Tester, 

(3) All test teams have been given all the materials they need 
for testing. 

(4) All materials needed for testing have been prepared 
properly. ^ 

(5) Provisions h^ve 'been made for the storage of all te^t 
cartons and training materials. 

(6) All test team members have transportation to the testing 
• site . 

(7) Each team has test booklets, Classroom Testing Worksheets, 
Tester's Logs, and name cards ready for the first day of . 

^ testing. 



Before Local Training is Concluded , each Supervising Tester should check 
that: 

(1) Each member of the test teram has a copy of the Test Team 
Assignment Sheet. ^ 

^ (2) All team memters understand their duties. 

(3) Each team member has a blue binder containing a complete 
set of test booklets. 

(4) , The School Testing Information Sheet has been giv^ft*J?o 

the principal of the first school where the team will be 
testing. - * 

(5) Test booklets for the first class(es) have been labeled 

and grouped. ' . 

(6) ' Provisions^ have been made for storage of the test cartons 

assigned to the team by the Site Coordinator. Booklets 
should always be stored in an area. that can be locked * 
(e.g., a car trimk or a school cabinet with a lock). 

(7) All test team members have transportation to the testing 
location. 
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Before Local Trainixig is Concluded r the Test Assistants should check 
that they: • ' 

^ (1) Qxow the roles bf^thet Test Monitor and Test Administrator y 
' (2) Have a copy of the Test Team As^signment Sheet. 
Have a blue binder, 

(4) Understand. the district pay procedures. 

(5) Know how to get to i;he schools in which they are 
testing. / * * 

(B) Have transportation to the testing location. ' 

. (7) Know the tasks to be completed on the first day of testing^ 
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VIII ^TEST AHMINISTRATION 



\ The administration- ojf tests is the main focus of SRI Field Operations 
data collectibn activities* 

Tests are administered to selected children in classrooms by the SRI 
test team. The Supervising Tester serves as the Test Adminis^ator . Since 
testing is conducted i-n the absence of the classroom, teacher, test assis- 
tants serve as monitors -to assist in maintaining an 'effective testing 
environment and to assist in giving each cjiild a prescribed anipunt of 
individual attention. \ ^ 

Children in second grade are given only one battery of tests: the 
Metropolitan Achievement TesJ, Form F. Children at third grade are 
given the Coopersmith Self -Esteem Inventory, Intellectual Achievement, . 
Responsibility Scale, And the Raven's Coloured Progressive Matrices, in 
addition to the Metropolitan Achievement Test. ' / 

SRI and OE are concerned that classroom testing conditions approximate 
as closely as possible those conditions described by the test publishers 
and authors as acceptable. The SRI rules and guidelines for test adminis- 
.tration have been reviewed by the publishers of the MAT, the authors of 
ithe other tests, and the Office of Education. 



Testing Schedule Terminolog^r 

The SRI test schedule is' designed for testing for approximately one ^ 
hour of each of five consecutive days. 

The MAT battery for each grade* level is subdivided into tests (e.g., 
Test 1 Word Knowledge, Test 4 Spelling, and the like). A prescribed number 
of tests must be administerdd each detj? (se^TTable 3). At third grade level 
MAT tests and special third^grade tests are scheduled in a single day. 

All the testily prescribed for a single day will, be referred to as a 
test sitting. . , . ^ 
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Tasks to Be Completed Before Testing Begins " • 

On the morning of testing, the team should arriVe at the school early ^ 
an4.sign in according to that school*s procedures. The Supervising Tester 
should mention the schedule of the team ior the day to the school secretary. 
The team should assemble Qt a designated location in the school to as- 
semble the^testing forms and materials. The following testing materials 
should be assembled: ' 

• Test Team Work Kit • 

- Felt markers V 

- 5 X 8 fiie cards to be used for name cards 

- Pencils * - • , . . 

- Paper clips 

- Kleenex 

n "Testing, Do Not Disturb" signs 

- Testing Source Rosters 

• Test Carton 

- Classroom Testing Worksheets * 

* 

-* fester's Logs 

- Test booklets - < 

Eacji Test Assistant must have a copy of the child's booklet for the 
tests to be administered* * 

The team should then proceed in' the following manner: 

(1) The test booklets should be checked against-^e Classroom 
Testing Worksheet and Testing Source Rosters to make 
certain-^^iat a booklet has been labeled for every child 
in the 

(2) Name cards ybhould printed with the^felt marker on the 
t 5 X--fi..carp 



While the team preparing, these matierials, the Supervising Tester 
should go to the d'assroom and Remind the teacher that the team will be , 
coming to the classroom". The teacher should be given a copy of the Teacher 
Information Sheet at this time. (See Exhibit 18.) The Supervising Tester 
should then return to the team and give last minute iiistructions to the 
team on introductory 'procedures for the class. 

78 - ' 



-S. - Thejwhole team should then come to the class?:oom at the arranged 
time, bringing the test materials with them* Thd Supervising Tester 
should begin' by i-ntroducing each Test Assistant Jbq the class and then 
explaining the preserfce of the team in the classrooii. 

Before ^ny formal testing begins^' certain^ preparations must be made. 
While the team proceeds with these activites, they should mite conversation 
with the cl^ldren and allow them to help if possible. The team should , 
attempt to have some interaction with every child in the class during the 
preparation period; even^ if it must be J^imited to-a' smiling "hel,lo" in 
extremely large, classes* . ' 



Bilingual Children - . . , 

If any of the children in the class hav^ difficulty with English, or 
are more comfortable with ariother language, the Supervising Tester may 
speak to them i.n that language to help establish rapport and to put them 
at ease. During the period before testing begins, the Test Assistants 
may also 'speak to the childreh in their native language. Once testing 
begins, all con^^ersation must be in English, 



Preparatory Tasks 

♦ 

(1) The seating arrangement must be checked- Children should 
be ^eated^ so that they are able to see the area where the 
test administrator will stand. They should also be far 
enough away from each other to minimize !the possibility 
of borrowing answers* The test monitors should be sure 
there is sufficient space for them to walk amobg the 
children during the administration of the test* 

. (2) The "Testing— Do Not Disturb" sign should He posted on 
the door* , 

(3) Kleenex should be placed in an area accessible to the 
test monitors. 

(4) Lighting and ventilation of the room should be checked 
and adjusted if necessary. 

(5) Assignment of Test Assistants * Test Assistants should be 
* assigned by the Supervising Tester to specific children 

in 'a p'articular section of the room* The children should 
be introduced t^o the Test Ass'istants and Test Assistant's 
role *aa monitors should be explained* 

\ 
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gassing Out lilaterialg / 

'•-'■/"■' ii' . 

The Test Assistant should distribute the name tags and pencils for 
children and loove to "the assigned section. The children may assist with 
placing name tags on their desks. 

Only when thi^E^ task is completed and a check has been made to see 
that every child is properly supplied 'should* tl^e test booklets be given 
out. . / 

Arranging Matertals by Testing* Group 

On the first day of testing, the Supervising Tester should call each 
child by name 'and given him a test booklet. On the following dajgp^, the 
booklet must be grouped^ by Test Assistants and distributed by them. The 
name tags should be kept with the booklets. The Supervising Tester may 
continue conversing with the class as the booklets are distributed. 

During this, time, the Supervising Tester should turn to the page of 
the Tester's Directions on which testing will begin. After all booklets 
have Iseen distributed^ and the ,team has again checked to see that all 
children iave'^a pencil, name cardy and test booklet and that they can see 
and hear, the Supervising Tester may begin reading the first words of the 
test. , The test team should use the set of signals decided upon at Local 
Training to advise tlie Supervising Tester that the class is ready .to begin. 

Tes-f Team Roles 

Once^ testing begins, the Supervising Tester and Test Assistants take 
on the roles ^nd responsibility of the test administrator and moxiitor 
respectively. This manualVdoes not attempt to define all acceptable words 
or behavioi^ for the test team. It does try to outline areas of respongl- 
bility and to desdribe the kinds of behaviors that are acceptable* Refer- 
ences, in tie text in which the test Administrator is to make judgment about 

the behavior of "more than half the class**" do~lIgt^eqtilre-a-4i±exa3 L count 

of children but are subject to the test administrator's discretion. It is 
recognized that a good tester has ^ sense of responsibility and an ability 
to relate to people, these qualities should enable him to choose the most 
3uitable response for a given situation from the kinds of acceptable be- 
haviors possible* ^ ' 




Designation of Test Adminigtrator 



The offi<:ial Test Admlnistrat;or for each testing group shoixld be a 
Supervising Tester who has satisfactorily completed regional and local 
training. In cases such as illness, absencejor make-up testing a Site 
Coordiiiator or a Test Ai^sistant who has satisfactorily completed local 
training may administer tests. Except in emergencies, only one person 
should serve as a Test Administrator for a given testing group. 



Duties of the Test Administrator 

The Test Administrator is responsible for; 

(1) Establishing and maintaining rapport jjdth the test group. ^ 

(2) Timing and pacing, 

(3) Giving clear test directions. 

(4) Maintaining classroom control. 



Communication Between Test Administrator and Testing Group ' 

> 

The Test Administrator should address statements to the testing group 
rather than individual children. The class and monitors should feel they 
are working with the administrator, not for^the administrator. For this 
reason, statements to the group should. always begin, "Let. us" rather than 
"You should." However, if a child asks the Test AdministrAtcr ax direct 
que3tion, he can^nd should reply using answers of the type recqmnended 
for the test monitor. 

Rapport Between Test Administrator and Children 

4 

The Test Administrator must recognize that the major task is to ad- 
minister the test battery in such a way that each child has the same" 
opportunity to demonstrate knowledge of the subject matter. The establish- 
ment of rapport is essential to this task, ^ 

Rapport is a relationship of mutlual trust and understanding. The 
Test^dministrator should be skillful at establishing rapport with chil-^ 
"dren ~~Tnis t^ambng people is built upon: positive-interactions wit h each ^ — 
other. The Test Administrator must makfe <an effort to see. that the chil- 
dren receive something positive from the testing situation, 

p;or instance: This positive response may be in the form of praise 
to the group, allowing. children who have finished to do some quiet activity 
that does not interfere with those who are-still working (reading, coloring, 
etc) - 



s. 



v.. 



81 



7Z 



The children should be complimented on their deportment from jfciroe * 
to time with such phrases as "We are all working very well." . ^ 

Understandiijg is built upon the ability of people to recognize feel- 
ings and problems they have in common. This means that the^Test Adminis- 
trator should express to the children his/her feelings and problems in 
relation to the testing environment. For instance: 

(1) "l like the way i^fe -help one another move the desks," 

(2) '"if everyone talks at once, I canno.t hear anyone/^ 

The children should be encouragefl during the preparation and practice 
item period to talk to the Test Administrator. The Test Administra*tor 
should make an effort to allow the children to express their feelings and 
problems in' relation to the testing environment. For instance: 

(1) "We*re glad to see you today. We hope we can play Seven Up 
when we finish the test." ^ . 

(2) "This room is cold, can we close the window?" 



. Timing and Pacing 

Maintaining the child's attention to the testing task also hielps 
to provide an effective testing environment. The test administrator Xs 
responsible for keeping the children working at a pace appropViate for 
them . It is wise to attempt to keep the children moving at a rather rapid 
pace, allowing time for almost all the children to finish their answers 
but no time between responses for the established rapport to begin to 
diminish. The test administrator should watch for signals from the test 
monitors indicating that the pace should be increased or slowed down. 

Rest Periods 

After each test section, if the test administrator receives 
signals from the monitors, or senses that the children are tired, a breajc_ 
in the test is considered advisable. Any kind of physical activity that 
is relatively quiet and will not cause difficulty in "getting back to test- 
ing is recommended. A few simple stretching exercises often help the 
^child^en relax. 
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Test Time Limits 



There are several tests where the child ^is limited to a maximum amount 
bt time In which to wrk.^. (See Table 3.) The test administrator must 
adhere to these time limitations* The , test administrator should have a 
watch or be situated in a testing room that provides a clock* 

On timed sections of the test, if all the children have finished 
before the time limit has elapsed, that particular ^section can be ter- 
minated. II even one child is still wdrking, the full time limit should 
be allowed. The children who have finished should be encouraged by the 
test monitor to work the puzzle on the test booklet or some other quiet 
activity that &oes not disturb the rest of the class. 
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Testing Disruptions 

The distinction between a serious and a minor disruption is in many 
cases a judgment the test administrator must make at the time of its 
occurrence. Generally, a minor , interruption may distract the. class for 
*a few seconds and does not cause testing to stop. A major disruption - 
distracts the class for longer periods and may by itself cause testing 
to stop. , 

When a major disruption occurs, and the children must remain in the 
classroom, the children shoifld be asked to close their .booklets and to - 
work the picture puzzles on the MAT covers until -the interruption ceases. 
The children may also bfe asked to draw in the blank spaces on the special 
third grade booklet covers. 

When a major disruption occurs where the*^:l&ildren must be removed, 
from the classroom, the children should be asked to qiaietly close fheir 
booklets, put down their pencils, line up, in, some fashion and walk out. 



Interruptions During Timed Tests 



If '"aymajor disruption occurs during a timed test the test must 

be stopped and that section cannot be resumed at any time. When testing 
is resumed, the class must go on to the next section. 

If a minor disruption occurs and does not cause testing to stop, 
the test sitting should be continued. 
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Interruptions Dixring Untimed' Tests 



If a serious disruption occurs during an untimed test, the test 
must be stopped and that section may be. resumed after the disruption is 
over. 

If a minor disruption occurs, Jesting may continue when- the 
disruption is over. In some instances, the. test administrator may judge 
that a disruption is serious enough to warrant the discontinuance of 
testing for the day. ' \ 

Termination of Testing by Test Administrator 

The test administrator should exercise cautious judgment in 
deciding to terminate any test before it is completed. Tests should be 
terminated when the tester or member pf the SRI supervisory staff "believes 
that the testing conditions invalidate the results. 

Giving Test Directions 

» , 

The test administrator must read directions exactly as they are 
written in the Tester's* Directions or Exam^.ner*s Copy of the test. Except 
in the case of practice items, he may not elaborate. His voice should be 
clear; each word should be distinct. The tester should not read in a 
loud voice, but the voice should be projected so that it can be heard in 
the back of the classroom. , A shouting voice is irritating and should not 
be used. The to^e of voice should not be that of a speaker giving a 
lecture but rather that of a person conversing with a group of persons*;^ 
The tone of voice or facial expression should not give the chilcT 
a clue to a correct or incorrect test response. I^ the team judges that 
most o^ the children have not heard an item^ the item may be repeated. 
The test directions often call for the test administrator to point to 
items on the test. The test administrator should use a child's copy of * 
the test, held so that it faces the class. Pointing sl^ould always be 
done with the finger^^^^ver with a pencil.. 

While the test administrator is reading, he should alternate looking 
at the text and the class and the monitoo?^. The administrator may move 
about so that he can be seen by all childretrT] He should also watch for 
signals from the test monitor indicating problems v/ith pacing, delivery, 
and the like. ' ^ 
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^Practice Items ^ * 

There are practice items at the beginning ol each test in the hattery. 
It ±B important that the children complete practice items before the test 
begins » ^ 

* • * ' • 

In the MAT tests, there are practice items on the first day of testing 
(What-to-do'- sections) and additional items at the beginning of each section 
oi tfte test. The child must complete the What -to-do section before com- 
pletingliiiy other sectton of the MAT. For instance, a child who misses 
Day 1 of the MAT, and returns for Day 2 must be given the What-to-do sec* 
tion before joining his testing group to .receive the. Day 2 sitting of the 
MAT. / • ' ' 

4 * 

Teaching Children to Mark- Answers 

Generally, the purpose of practice items is to allow each child 
an opportunity to learn how to mark answers, .not what answers to mark* 
If, in the judgment of the test administrator, half the children in the 
class do not understand how to mark their answers, the test administrator 
may demonstrate on the blafckboard or repeat-*that part of the directions 
that explains the procedure. It is also acceptable in this instance for 
.the administrator to use certain other words to describe the procedure. . 
It is wise .to xise judgment in substituting descriptive words that the 
children will see in the context of the test. For instance, the word 
"circle" should riot be substituted for "oval" when "oval" is used through- 
out the text . " . • ' , , . 
■• ♦ * 

The test administrator should use as many of these suggestions 
as necessary to assure that more than ha^ of the class understands how 
to mark their answers .before continuing with the test. 

Pointing Out Correct Answers 

On, certain practice itenis, it is specifically indicated that 
everyone is to mark the correct answer. In these cases, the test admin- 
istrator must allow enough time for the test monitor to point out the 
qorrect answer to every child in the class. If the test monitors * sig- 
nals indicate that half the class or more did not mark the correct answer, 
the test administrator may repeat the instructions for that item. The 
test administrator may also show the class the correct response by point- 
ing to it and explaining why it is correct. The test administrator should 
not attempt to explain why other responses are incorrect. It is not the 
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purpose of this method of elaboration to "teach the child any subject 
matter, but only to indicate the appropriate response which the child 
should make* 



Maintaining jClassroom Control 

This is perhaps the most sensitive part of the test administrator 
role* The manner in which the test administrator speaks to the children 
^and to the test monitors and the manner in ^ich clerical and iJhysical 
problems in the <%ass room are handled affect the amount of control the 
administrator is able to maintain. , 

When a class becomes noisy, the test administrator'^should ask for 
silence in a calm low but firm, voice* The test administrator should 
not try to speak more loudly than the children* If the test adminis- 
trator perceives that the noise level makes good testing conditions 
impossible, then testing should be stopped until order is restored* 
Promises that cannot or will not be kept should not be made (e*g«, "if 
you aren'.t quiet^ I will not give you a break"). 

It is most important that the team begin and end their class visit 
in an orderly fashion. The smoothness and ease with which the team orients 
the children and prepares them for testing will strongly influence the 
environment of the testing situation* Orderly preparation encourages 
discipline. 

When the team enters a classroom, they should begin immediately to 
interact with the children sttid make testing preparations. This may be 
done by simply greeting the class. and telling them what the team plans 
to do. It is the responsibility of the test administrator to see that 
each member of the team is assigned to specific duties as quickly as 
possible. 

When testing is over, a member of the team should be sent to .notify 
the teacher^s — ^h±tdreTi~shpuld"l>0 engaged m some quiet fecreirtional 
activity until the teacher returns to the room* 

The test administrator should thanfc the teacher and children for 

their cooperation. It is important that the test administrator pay the 

children a compliment in the presence of the teacher before leaving 
for the.,;day*» 
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Instructions for Administering Specific Tests 

i* Specific instructions for administration of specific tests are ^ 
printed in the Tester *s Directions booklets for the MAT and the Exam- 
*iXier*s copies of the ItaR, Coopersmith and Raven's Progressive Matrices, 
The. test administrator should always read test directions from these 
booklets and should not rely on memory* 



Metropolitan Achievement Tests - primary II 

It is a good idea to use a blackboard to show the children how 
to mark their answers on Tests 1, 2 and 3. On Test 4, (Spelling) the 
test administrator should read the number of each item and pronounce 
each word carefully. It is important that the children understand 
exjactly the word they are being asked to spell. 

* 

Tests 5 and 6 The terms, NG (not given) and DK (donH know) 
used in Tests 5 and 6 may be confusing to some children. Therefore, 
the sample items should be put on a blackboard and the proper responses 
marked by the test administrator. When the .practice session is over the 
children should have had a cHance to see and hear an explanation of these 
terms. ^ - • . 

^ Test^ 7 - Scratch paper, provided in the Test Team .Work Kit should 
be distributed to each cfiild before the begiiuiing of this test. 



. Metropolitan Achievement Test - Elementary Level 

Tests 1 and 2 require the child to read the questions silently. 
The adndnistrator should walk about the front of the room and observe 
the children during this time. The time limit should be carefully ob- 
served. If the administrator sees that all the children are finished 
before the time limit is up, the test may be terminated. * 

Test 3, Part Ar Sentence Sense - The test administrator should 
study this section carefully during local training. . This section of the 
MAT should be carefully reviewed during the practice time. The practice 
item shpuld be put on the blackboard. 



Test 3, Part B: Punctuation, Capitalization and Usage - The test 
administrator may not go into a detailed explanation of the, meaning of 
the terms punctuation*, capitalization or usage. However, the children 
may be told why the answers marked on. the practice item are correct.^ In 
explaining the sample the test administrator should proceed in the fol- 
. lowing manner; 

1. Put the sample item on the board. ^ 

2, Read the directions pointing to each' possible response on the 
board as it is read. . « 
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TQSt 4; Spelling - The test administrator should read the number 
of eachv.item and pronounce each word carefully. It is important that 
the^ childZNdn understand exactly' the word they are being asked to spell. 

Test 7 **^ Scrfttch paper, provided in the Test Team Work Kit should 
be distributed to each child before, the beginning of this test. 

Raven's Coloured Progressive Matrices 

Most children enjoy taking this *test. The administrator is often 
faced with the problem of attesting g^oUp where children mark answers 
before the test administrator has finished giving directions. If this 
occurs the test administrator should try to read more quickly. In . 
addition the following points should be noted: • ^ 

• A maximum of one minute may be allowed for each item. 

• The test administrator must point with l^s finger to 
' each pattern and each piece of the pattern. 

• The children should be instructed to mark with a large 
*'X** so that the response can be easily seen.^ 



Intellectual ^Achievement Responsibility Scale (lAR) . 

The test administrator should repeat items on this test by saying , 
"I'll read it once more" and then read that part of the test item that 
is in parentheses. If the children do not understand how. to choose an 
answer, repeat the section in the directions on Page 2, Bullet ?.of the 
booklet which says, **Cho<5se the one ending that tells how you usually 
think or feel. Put an X ott the letter 'A* if that ending fits you 
bests* Put an "X" on the letter 'B» if that ending fits you best* 
There are no right or wrong answers. Just answer each question the 
way you really feel^" 



Coopersmith Test of 6elf-Esteem 



This is an easy test to administer. However, the test administrator 
should be especially careful in reading question 37. The test administra 
tor should say, "First I will read* the statement for the girls.** "Listen 
girls," then say "l really don't like being a girl." "Now r will read 
this statement for the boys." "Listen boys, I really don't like being a 
boy. " ^ 
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Duties oi the Test Monitor * • , ' 

' ^— ^ 

(1) • Observing and assisting children in the. assigned group, 

(2) Making th^ test administrator aware of the testing en- 
vironment ih the group. 

(3) Recording problems of the children in the assigned areas. 



Role of the Test Monitor 

The rol0 of the test monitor is to provide children with as much 
individual attention as was accorded, by the classroom teacher in tjie 
testing situation in which these tests were standardized. The test 
monitor may provide on an individual basis the sense of caring and 
confidfence in^the child*s ability that the test administrator seeks 
to provide on a group basis. 

The test monitor is responsible *for seeing that an effective test- 
ing environment is maintained in the assigned group. This means that 
every child knows the tasks required, .§nd is given an equal opportunity 
to show knowledge of the tasks. 



Observing Children - 

Each monitor is responsible only for a designated group and should 
not attempt>jto assist xshildren in other monitor areas. The Supervising 
Tester is responsible fdr assigning children to Test Monitors. 

The monitor should walk quietly among the assigned grouj^, and if 
possible, wear shoes that do not make loud noises. The monitor should 
not stand in one place for any length of tijne. Ext!ra isharpened pencils 
and a copy of the child's test booklet should be carried at all times. 
In order to perform these .functions the test monitor must watch each 
child's behavior and each/ child's test booklet. 



Communication Between Test Monitor and ChjljjL 



Good conmrunicatipn between Test Monitor and child is important 
to a good testing jenvironment. It is well to remember that communica- 
tion may be ve^?15al or npn verbal. There must be no shouting and no 
threats. Th^ test monitor should be alert and calm at all times. A 
calm cpntrolled and organized test monitor does much to keep a happy 
and effective testing environment. An occasional smile or a pat on 
the shoulder does much to reassure children. Even tlhough monitors 
ma^' addfess children individually, when possible phrases such as " Let 
''VSxnak^ pfjjr marks nice and dark" rather than, " Make your marks nice 
and dark" should be Uded. It should be remembered too tha* sometimes 
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concwm may be expressed by leaving a child alone. The monitor 
should use judgment in lielpin^ a child. If a child is slow in turning 
pages or moving to the next item but is still able to keep up with the-, 
test administrator, he should be left alone. 

A monitor should not spend most of his time with a "problem child". '*i 
Sometimes proDlems will sto^ if they are ignored. 

^ Before testing begins, the Test Monitor should talk with the chil- 
dren in the assigned group. The monitor mxist learn the name of each 
chil4 and make an effort to address eac& one individually before testing 
begins. The comments should concern something positive ^ The monitor 
may admire the child's art work or desk, ask about a favorite class 
» project etc. 

« . ■ V 

At times, the monitor may have to comment on a child's behavior. 
The monitor should do so only if t\ie child's behavior affects the test- 
ing environment— that is, if it keeps other children from the opportunity 
of knowing the t^esting tasks or being able to display their knowledge of 
the tasks. ' . . 

^ If it is possible the monitor may address a child in his native 
tongue at this time. It should, be noted that personal remarks must be 
made in a manner that does not give one child more attention than other 
children in the group. ' 

During the time that practice items are given, the Test Monitor is 
responsible for seeing that every child in tke. assigned group understands 
how to mark their answers. The Test.Monitor:^hould look at each booklet 
to see that answers axe marked and marked cci^^rectly. The test should 
not begin until the majority of the class Jdiows how to mark their answers. 

. Dfiring the practice items, the Test Monitor may answer questions 
of individual children, compliment the group on their work and assist 
children in learning to mark their answers. Once testing has begun^ 
the Test Monitor may talk to the child about his work or behavior but 
oialy in the areas prescribed in this manual. It is well to remember . 
that the monitor is not limited to the exact '\ords here but statements 
should reflect the ideas in comments written in this manual. 



The Test Monitor tries to see that each child, in the group is ^ 
working on the correct item, following the directions as read by the 
Test Administrator. The child should be marking his responses clearly 
and marking only one response for each item. The qhild cannot be 
given any answers or explanations of questions at this time but he may 
b^ encouraged. Children who ask for help, stop working or who mark 
answers at random with no apparent knowledge of directions should be 
encouraged to, work on the item being read by the Test Administrator. 
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Removing a Child from Testing Ar ea * * * • ' 

If achild must be removed from the room for any reason, the 
monitor should take him. Others should cover the' monitor 's group until 
the moniljCr "returns, ^. / 

A child should b^'removed from a group only if ' he is ill or 
his behavior xs so disruptive that he cannot be .contained in th^ class, 
and is disturbing the te3t environment for the rest of the class. 



^ Interruption of Testing 

When an interruption affects the entire class, the rules on 
pages 83 and 84 apply. When an individual child must stop working or 
l§ave the room during a test^ the following rules apply: 



If a single cl^ffd stops during any test, timed or 
untimed, and is able to return to the work while • 
the test session is still going on, he may join 
the- class and work on the test section in progress 
when he returns. 

If a child has started a tQst sitting, and is not 
able to return, before the class has finished testing 
for the day, Jie may work with *the clags for the > 
remaining sittings, but me may not make-up the 
part of the test he missed. 
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Communication Between Monitor and Admiais traitor 



After the Test Administrator begins to read the test directions 
al'cnid to the children, the Test Adminiistrator and monitor should 
communicate using a set ot signals agreed-upon at local trainings •The 
Test' Assistant should communicate to the Test Administrator BJff informa- 
tion that indicates the N;es ting environment is iiot proper or»,that the 
•children are not reaSiy or able to work, 

^ach*Test Assltant .should si^^l the Supervising Tester at least 
in* the iWlowing instances: ^ * ' *^ 

•(1) to ind^ate a^ll, ol^ldren understand a practice item or test 
'^diitectiohs ^ X 

(2) .to indicate* all^cfii3,<|ren are ready to begii^ a test section 

i?) the ^Pest Administrator is speaking too loudly or softly 

J \ ^ 

(4) the^jTest Administrator is Speaking too quickly or too slowly'^ 

(5) * ^he children^eed a break . • 

(6) a* child must leave the rooai . > 



Test Monyor Note Pad . ' • 

.Each test janitor should carry a notepad and pencils. Any prob- 
lems encountered during testing should be recorded on the Test Monitor 
notepad. In thel case of "the MAT, the subtest being administered when *^ 
the problem occurred should be noted. After testing is over ^f or the^ day, 
these notes should be discussed with the Te§t Administrator who wil^t • 
record 'them in the Tester's Log. 

The test monitor should keep* in mind' that t^e following situations 
must always be, recorded on the notepad^ and in the Tester's Log. \ 

,.1; The child borrows answers more than three times. >Jl 

The child must be di^re'cted to .correct it^m more than three times. 

. /. . * ' 

3. The child marke*d more than one response more than three times. ' 

4. The chiiw refused to C9ntinue after being encoi^raged three times, 

5. * Child started timed section of the test before the Test Admini- 

istrator signaled?>th^> group to' begirf. 

6; Child continued working on timed section of the test, after the. 
Test Administrator signaled the' group to stop. 
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Child's Behavior 


Monitor May Always 


Momitor May Do 3 Times 
i>er Test Section 


i Goes in*^ 
Tester*^ Log 


cm id is on wrong page^ 


Flod right page for 
.child. 


« 




Cbild is on WToag- itea 


>. * • • 


^n.d right item, ^ 
-.point with circling 
motion 


• Code'^12 


— — 7 — ■■ F 

-Child Bturks lightly ^ 


Monitor says^* 
"Let's make* our 
marks nice and 
dark. " 






Cbild speaka little English 

. I 


SpeAk to child in 
native tongue during 
practice session. 






^ 'Child marks two responses .to a 
question 


> 


Monitor says,' 
"choose one of- 
these." 


Code 11 
• 


U 

Child asks^ for help 


Monitor 'saya^, 

"Do the jDesfyBu / 

can." J 






Child is copying answers tro.B 
another child 




Monitor says, 
"Let's all do'^our 
own work** or moves 
child '60 another 
place in the room < 


Code IS 


.Child stops working 


f 


Monitor, points, to 
item with a circular 
motion and says, 
"Try this one." 


Code 16 . 


Child is talking 


Moxiltor sayli, 
"Let's all work- 
Vuietly." 




Code ^14 if it 
causes child or 
group to be ut\r^ 
*ble to work 


Child is crying 


Monitor says 
"Vfhafs- wrong?" 




W 

Code 14 * 


Ch^ld marks ^swers nt random 

'- ^ * ^-v^- 


Encourage child ^o ' 

Work on correct item 
< . 






Child starts tifced sect^pn 
of test befory Test Adminis- 
trator signals group to begin 

/ 


Encourage child to 
wait 

♦ 


/ 


Code 10 


Child continues working oxt timed 
sections aftBr the Test Adminis-- 
trator signals the group to stop 
or moves on to other sections* in 
the' booklet ^ 


T!QlX*child to stop 




Code 10 
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Testing Fomg ' 

FoTms to Be Completed by the Test Admini'strator ^ 

Testing Source Roster ib-^ 

In Ppllow Through classes this loirm lists all tlie children in 
a class« In Non-Follow Through classes the Testing Source Roster may 
show all the children in the class or only those children scheduled for 
testing. Children not teste^d in a Non-Follow Through class need not be 
added to th@ source roster* 

\n all cases, all children wlio are tested must appear on a 
testing Source Roster, Target Children are indicated on this roster by 
an asterisrk. Everyr effort must be made to test these children. This 
Source roster should be dhecked with the teacher .before testing begins 
to make certain that children scheduled to be tested whose namds do not 
appeal^ on the Tracking Source Roster .are added.. This, information should 
be available from the Classroom Testing Worksheet. 

. ^ 

Af te:j: testing is completed in a^ classroom, a chec)c should be 
made on this roster for each .child who received any portion of any test 
or Whatr-To-Do section, % f\ ^ ' 

Classroom Testing Worksheet - ^ 

• . . . ^ ' ■ • / 

This fpm} is used to, note the test sittings each, child re- 
'-ceived. , ^ ^ ^ . 

, There are two kinds of worksheets, one for second grade classes 
and one. for third grade classes. (See. Exhibit 5 and 6;') Jki sites where 
second and thiVd grade are scheduled for testing, the Test Adminis traitor 
should be careful to use the* correct form, " • * 



^- ; Form Heading -1 « ^ 

:\ The heading* of the form 'and the names of the children shpuld 
have been filled in^ during local training. If not, it should be completed 

before testing of a group or class , begins , . . 

' • . . ' 

• ^ \« 

It is especially important tKat the test team have lun/jh 

and reqess times on the Worksheet to ensure that testing jdoes not^isJter- 

felre with .these activities. 
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When attesting, group Is comprised of children from more 
than one class, the nam^s of the teachers of each class should be shown 
in two places on the Classroom Testing Worksheet: 

(IX The. space provided for teacher name. 

. (2) In the space besi(Je the names of the children 
- in their respective classes; (Exhibit 6.) " 



Child Data 

Immediately before testing, the sheet should be checked 
against the Testing Source Roster to be certain that all childi'en in the 
classes d5» testing group scheduled for testing are listed. 

Immediately after completing each test sittii?g, the Super 
vising Tester should fill put the Classroom Testing Worksheet for that 
sittii\|. ' 

• A check mark V) should be placed in the shaded 
box ?idjacent to a child^s name that indicates 
, * the sitting or sittings the child completed that. 

• . day- ' r \ 

If the child is absent an "A''ihould be placed 
*' ■ in shaded boXj, *^ 
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If a child is absent for an entire jsitting, and 
that sitting is later made up, a check marj? 
should be placed in the white box for that sj.t~ 
ting. If by the end of testing the sitting was 
n<ft madp u{>, then a dash will be entpred in' the 
white box. . - ' 



Tester's Log 



The Tester's Log is a white booklet found In every test carton. 
One U>g is used for each testing group. An entry must be made in the > ' 
Tester's after each test sitting, fncluding make-up tests. ' 

* • CoiQpleting the Log 

■ ■ \ 

! * ' . The ^o™ is completed by the Tdst Administrator with assis 
tance from ^he test monitors. ^ 



When Log Entries Are Made / 

The cover of the Log should he. completed at local training 
or at least before testing o^ a group begins. The inside pages of the 
Ljg should be completed by the Test Administrator after eagh day's test 
sitting is completed. 



Responsibility for Log Entries ^ 

I Log entries are the responsibility of the Test Adminis- 

trator.^ Log entries should be based on test monitor notes and test team 
discussion aftet each jbay's sitting. These me^tings should be private. 
The Test Administrator should ask the monitor's opinions of the testing 
environment. Individual Aild behaviors that affected the testing en- 
vironment, not abilities, sfiould be discussed. ^ * 



Identification Data Recorded in the Log 

Certain facts and identification data must be recorded in 
the Log. A^nong: them are: ^ . ' • 

' ^ (1) The names of trie teachers whose classes comprise 

the testing group. This data should appear on 
' the cover of the Log. If, 'for any reason, the 
cros3rsectional of a child is not available, the 
teacher name must be substituted. ' 

, (2> Names of T«st Administrator and monitors. This 

information should appear on the» cover of the 
♦ Log* In addition, the ^Test Administrator's name ^ . 

should be recorded for each day. ^ / 

\ (3) Dates and times of test administrati^Qjrt^^.,^ This 

data provides an important cross check for SRI 
and should be» recorded on each sittings and make-" 
up tests. The time>/4:hat the Test Administrator^ 
bega^ to read to the children from the examiner's 
, . booklet is the starting time. The time at which 
the administrator asked the class to stop wprk is 

the ending time. 

» It 

^ (4) Names of Tests, in the case. of the MAT, subtests 

during which described behavior occurred. At third 
0 " grade level, where sections *of the MAT and ani^ther 

t test may be. given on the same day* Each test is 

recorded ih aseparate place. (See Exhibit ll/) • 
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(5) In th^ case of .individual child entries^ name 
and cross-section ID (ten digit code). The 
child* s ID number should be copied from the test 
booklet. If for some reason the child's cross- 
sectional ID is not available, the teacher's 
name must be substituted. 



Behaviors Record^ and Coded in the Log 

A code number has been Assigned by SRI to certain kinds 
of behavior^ .\ "fhese behaviors are listed on 4 and 5 of the Log. Log , 
Codes are grouped by category. The categories are Environmental Con- i 
dit^ons. Administration, Materials and Child. Performance/ The first code 
number in each category, 1, 4, 7, and 9, respectively, should be used to 
indicate that there were no behaviors or environmental conditions that 
did not follow those defined In the SRI training materials. 

This manual ^nd the^ testing directions describe an accept- 
able -testing environment and behaviors. If the test team judges that the 
testing ^environment- and behavior were acceptable by these standards, the 
"no problems" codes should be used. ^ * . 

In the Tester's Log, the Test Administ'rator descr-ibes be- 
havior by checking designated codes and written descriptions. 



Rel^ion of Codes ta Written Commen-ft 



Test Administrators must explain in writing, testing situ- 
ations not described by the ^ codes. Therefore, it is possible that a given 
code may be checked indicating one problem, s^d the written statements in 
an entry box^eneath the codes Indicate another problem. 

" Written comments which do not delate to any code and whtch^ 
do not indic4te a problem in the testing situation, should not be recorded 
(e.g., "Mary Jane is ^ slow reader"). . % , 

.All other codes are problem codes and describe situations 
commonly found in^the testing environment. 
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Making Log Entries 

A Log entry Is represented by a set of identification data 
and codes describing behavior during a te's.t slitting. There are group log' 
, entries and individual child log entries . 



GROUP TEST condition's 



Group Log Entries 



In the space provided below code group test conditions for each category. Write in any explanation required. 
Be sure to log your time. 



(61) (62) 



(63) (64) 



(65) 



(66) (67) (68) (69) (70) (71) (72) (73) (74) 



CATEGORY 


Environ. ) 


Admin. 




• 

. ^ Child 


TIME 

'Start 
End 


' 2 3 


4 5^4/ 


8 


S/ 10 11 12 13 1 14 15 16 17 18 


-ffi. 1Pep£AT ^t/^^r/PAi, ^i£^c>/^^ ^r^cr^0/J, 

t 



Group Log entries are. made to code the behavior of the test- 
ing group as a whole, A code must be checked in each , category (Environment^ 
Administration, Materials, Child Performance) to describe the group testing 
envirpnment. This entry should represent the behavior of the majority of 
the children in the testing group. If *the environment and behavior of any 
child in the testing group' differs from that of /^Description of Individual 
Child Prpblejns/' , * - 



/ Logging Individuals Chi Id Problems 

DESCRIPTION OF INd/vIDUAL CHILD PROBLEMS ^ 



In the spaces provided below enter the name and ID nu^^ber of each child whose^ problems were different 
from the group. Code each problem category for each child. Write in any explanation required. 
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Environ. 


Admin. 




Child 


V 


2 


3 


4 5 




9 


10 


11 




13 


14- 


.15'' 

1 


16 


17 


18 



ID Number. 

Last Name First Name 



_-«r 
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-Environment Condition3"'*Problem Codes 



Code 2 : Problems with Testing Area- %'^This code refers to 
j^^^JHie physical envAronment of testing. It does 
not reier tor persons who may affect the ©nviron- 
* ment. 

Code 3 ; . , Classroom or Child Disrupted During Testing — 
This code refers, to persons who may affect the 
testing environment; 



Administration-r-Problem Codes 

Code 5 ; Problems in Test Administrations -Refers to prob- 
^ lems caused by the children's inability to hear 
or' understand the Test Administrator^ 

Code 6 ; Refers to errors in testing procedure madp by 

the Test Administrator which reduced the testing 
group/ s ability to take' the test and demonstrate 
their 'knowledge of the subject matter. 



Materials~Problem Code 

Code 8 ; This' code refers to printing errors in te^ book- 
lets/ 



Child Performance-^-Problem Codes - * . 

Code 10 ; This code should ojxijvbe used in relation to 
timed tests. It refers to Situations where child started 
the test before the Test Adteinistrator indicated, he should 
begin and/or finished after the Test Administrator indi- 
cated the child should 3top. This code' should not be used 
to indicate random markings.*^ Random markings should not 
be recorded in the Tester ' s Log. 

Code 11 ; This code indicdKres tTiat the child's book;^et/^hows 
' more than three instaojces in a given section where 

two responses were given for one item. 
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Code 12: This code indicates that a child wfts. observed tq 
b€i working either ahead or behind the. class* It 
also applies to cases ' where the child has lost 
his place. If such observations are noted more ' 
than three times in any one test section, this 
code should b6 marked in tM Tester's Log. 

^ Code 13 : This code refers only to children who ^ are bi"" 
lingual , ^ * 

Code 14 : This code should only be used in instances where'' 
♦the child,' s behavior affected his or the testing 
group's ability to work on the test, 

Code> 15 : This codeu should be used if a child has been ob- 
served borrowing answers or receiving help from 
another child xagre than three times. 

Code 16 : The test monitor is required to encourage children 
who refuse to respond or continue three 'times dur- 
ing each section of each sitting. If, after the 
child has been encouraged three times, he stops 
working again, this code should be checked. 

Code 17 *Ya If a child had to leave the room, and consequently 
^ missed part of the test or was unable to perform 
on the test for some physical reason,, this, code 
'Should be checked. 

Code 18 : This box should never be checked unless li^ school 
official 4ias vouched for the fact that by the 
school dlstrrcf '^"criteria, ;the child is described 
• as a- "special education" child. 



De scribing Beh avior in the Log, 

An entry regarding the behavior' of the test team and testing 
group must be made eaefi day of each test sitting. 



Log entries are made for indjii^iduail children when their en- 
vironment and/or behavior in a group testing situation differs from that 
of the gi:oup, and when the child is taking a make-up test. In the case of • 
individual entries during group testing, ''the child's behavior must differ 
in ways that, impair the child ability to take the test and demonstrate 
his knowledge' of the subject matter. In both instances, an entrj^ is made 
for the child in which a code j|s checked in each category (Environment, 
Administr^^tion, Materials, Child Performance) to describe the child's, test- 
ing environment, i , ' . 
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On .certain days of testing more than one section of the MAT test 
is administered. If a child is removed from or leaves the testing situ- 
ation for any reason, even though he may subsequently return to work ox) 
the test, it is important to note in the Log which MAT subtest is 
affected, why the- child was not present, and how lon^ the child was not 
present* 

The following' is a list of test sittings in which more than one 
MAT subtest is administered 



Grade Ijevel 


Test Sittings 


Tests Administered 


2hd 


1 


Word Knowledge ^ ' 
Word Analysis 




2 


Reading: Part A 
Reading: Part B 




3 


Spelling 

Math Computation 


3rd 

t 


. 1 


Word Knowledge 
Reading 




2 


Language: Part A * 
Language: Part B 



Record of Tests Not Taken ' 

The first page of the Log should be used for listing any 
children scheduled for testing who did not receive any section^ of the 
Metropolitan Achievement Test. * This means that the child was never 
brought into a room by the test team for the purpose of test adminis;tra- 
ti&n. Only children who have missed ali^ five sittings of the test should 
be listed on this record. The reason for the child's failure to take the 
tests (absent; transferred out of class, etc) must also be recorded. 
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' Classroom Instruction (CLS INST) (Follow Throu^-^hildren only) 

This space should be completed for Follow Through classes only. It 
should be checked to indicate that the child is in a clans' designated as 
a Follow Through class • 

Lunch, Snacks, Dinner, Medical, Dental (FT and NFT children) 

_ ^ 
These spaces should be iised for 'Follow Through and Non-Follow 
Through children. The spaces should be checked for Follow Through 
rChildren if the service is available , to the child as a part of the 
Follow Throu^ program. In the case of Non-Follow Through children, 
the sjjaces should be checked if the service is' available to the 'child 
as a part of a federally funded^rogram. 

Medical and Rental care refer to any< such service perfonned' by a 
medical or dental professional. 



Other, Specify (Follow Through and Non-Follow Through clflldren) 

^ Any other service f\mded by the Follow Through program, available 
to a*Follow Through child should be recorded here. In the case of Non- 
Follow Through children, any ot^er fe^derally funded service available to 
the child should be recorded heve^'"'^ 



Days Absent 

The /number of days each child has been hbsent fr<Mii school since * 
ihe be^ioining of the school year sho'&ld be recorded. If the child 
entered the school alter the school registration date, the absence 
record should include all the time the child was registered in the 
present school. If records are available from the old school^ earlier 
absence data may be added and .the words " whole year" printed above the 
data. ► 



• ■ / 

/ 
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IX ATTENDANCE AND ATTRITION.,. 

Collecting Attendance and Attrition Data 

^Atten&nce and attrition data is^ collected/ by^ Supervising Testers 
and Site Coordim&tors . The data must' be xjollectedvonly . on those chil- 
dren who were tested by SRI this Spring. ^ , 

The data is collected on the Testing Source Roster. (See page 47.) 
This is the same roster that was used to obtain labels for test book** 
lets. Sme data are collected during the testing period ^ other data is 
collected after testing has been completed. 



Data Collected During the Testipg Period 

The following data 'should Have been^olle'cted on each tested child 
during testing: . ' , 

(1) Any corrections in pre-printed demographic data (n^me, birth- 
date, sdx etc.) except eligibility for services'. , 

(2) Eligibility^ for All Services (Elig All) - This dataHs ijre- 
printed and represents data collected at an earlier time. 
These data were collected for Follow Through children only 
and is verified after testing lias been completed." 

(3) Date a. child^ scheduled for testing entered ox left the class*- 
, room. No record need be kept on movement of children not j 

scheduled for testing or on movements of children 'sched^led 
for testing aftgr , testing is ove,r. 



Data Collected After Testing I_g Completed 



The following data must be collected pn the children actually ^ 
tested by the SRI Test Team.. ^ • 



. Availability of Services * 

SRI seeks to collect information, on the availability of certain 
free services to children. who have been tested. 
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.X ED^iq^NG;:VPACK;iNG, AND SHIPPING 

Checking Data Collection Materials ' 

SRi'' Follow Through evaluation data collection will take place in 
nearly 80 sites around the jJnited States. SRI Field Operations has 
designed procedures and forms to help maintain a consistent manner of 
data collection in all data collection sites. It is the responsibility 
of each member of the test team to check materials before beginning work 
to make sure they are correct and in order and/to review completed work 
to make certain it has beelT^ne in the manner\ described in this manual. 




The following listings descrMa e^ che cks t^t should be made on testing 
materials. 



♦ Test Cartons 

^1) The Site Coordinator should check the test cartons to 
make certain that a sufficient number are available 
for testing. 

(2) The test team mus-t check the contents of each carton to 
see thateafch contains the correct materials in the 
coj^rect amotints, ^ 

(3) ^In assembling materials for testing, it Is important to 
keep test booklets In the test carton. Booklets borrowed 

• . or Toaned should be duly recorded on the Test Carton Pack- 
ing .and Inventory List by the test team. (See Exhibit 4.) 



(4) Test Carton serial numbers are recorded by the SC and ST.. 
^ (See Exhibits 14 and 26.) The i^e ^f the teacher or 
teachers whose children's booklets are in the t(jst 
^carton should be marked in large'^'^letters on the outside 
of the box. 



test Booklets % * ^ 

' 7. • ' • ' ^ ' 

(1) Test Booklets should be checked by the test team ^during 
•* local training for such things as misprints and missing 
. ' pages, ' ; | " 1 
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(2) An Identification label should be placed on each booklet for 
each child* The labels needed are availabj^e from the Testing 
Sourbe Roster* 

(3) Test Booklets shoiild be checked by the test monitors after 
every test- sitting* 

(4) Test^.Booklets far a given testing groUp should be kept to- ^ 
gether "during testing and returned to SRI in the same^ test 
carton. _ ' ^ 

(5) During testing, the Sit^ Coordinator .should select booklets 
at jrandom/ and check to see that they are labeled. ^ 



Testimg Source Rosters - 

(1) The Site Coordinator should make certain that a Testing 
Source "Roster jjias been provided for each class in which 
children are scheduled for testing. 

(2) Tht Supervising Tester should* make certain that all children 
scheduled for testing are listed on the appropriate Testing 
Source Roster* 

(3) Errors in child ^data on the Testing Source Roster should be 
reported to the Site Coordinator by the Supervising Tester 

• before correcting them on the roster. 

(4) During testing, the Site Coordin^toi: should select Testing 
Source Bosterls, at random to see that all asterisked children 
have be^ tested. (See Exhiljit 1.) 

(5) Supervising Testers should inform the Site Coordinator of an;^ 
children added ^r deleted from the Testing Source Roster. 



Classroom Testing Worksheet 

(1) During testing, the test te^n^ shpuld record test sittings 
daily on the Worksheet. 

(2) After testing of a class or gi/bup has jbeen\completed, the 
team sljould check the Worksheets against thd test booklets 
to make sure that all test sitT54jijg§^ave b^n recorded. 

(3) The test team should make certain that Worksheets show the 
names of all teachers whose classes are in attesting groupN^ 
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and indicate which children belong with which teacher. , 
(See Exhibit 6;) \ ' 

(4) • tfie Site Coordinator should sppt checH" thef Worksheets' of- 
. each team to .se^that entries are properly .made. 

Teste2f*s Logs 

V ^ .... ' 

(1) The test team should be sure to complete a Tester's Log • 
for eyery testing group. ' 

(2) During testing, t/e. team should be certain that , a code has 
been marked' for .^ach problem category, for each testing 
group or individual, child entry. (See page 98,) 

(3) The Site Coordinator shou^ld, select Tester's Logs at. random 
and check them against test booklets to see' if- certain 
problems, such as multiple markings or a child' refusing to 

/ conHnue,^ have been properly logged. -The Srte JCoOrdinator 
should also note whether, log coding is being done .properly^ 



Attendance and Attrition Data Collection ' 
> 

(1) , The Site Goordina^jpr . should make certain t^at classroom 
instruction is checked. , 

'(2) 'The Site Coordinator should make certain that attendance 

and attrition ;data are collected only for children who were 
tested^ 



Persqnnel Quality Control • . ' ' 

The 'Site Coordinat^or is responsible for maintaining a level of quality 
performance among all on-site test personnel. The Site Coordinator must 
teafch correct .procedures an(d see that .thoSe procedures are followed. 

In working with .gupervi sing Testers, the Si^e CoordiVtator should: ' 

(1> Observe the" Supervising Testers at Regio^ial .Training to see 
that they have learned test procedures, 

(2) Observe the Supervising Testers at local|r^.raining to see 
how they relate to their team members. 
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(3) . Observe the Supearvising Tester the first week of testing 
\ to see that SRI testing procedure is being followed. 

(4) Observe the Supervising Tester at least once a week th^re- 
aftet until the end of testing to see that proper procedures 
are used throughout the 'testing^ cjrclef 

(5) Talk to the Sbper^sing Tester each, day to keep abreast of 
problems and possible schedule changes, ' ^ • 

. (6) 'Check testing materials^ at random to make certain forms are 
being completed properly and at the right time. 
? , * - ^ 

(7) Stay in touch with the Follow Through Director and principals 
to remain aware of possible problem situations and tp avert 
problems, if possible.^ * 

In working with Test Assistants, both the Site Coordinator and Super- 
vising Tester should; ' - * 

{ly Observe the Test Assistants at local training to see if they 
have learned procedures. ' * 

(2) Observe the Test Assistants duidng test ^administration. ♦ 

(3) Make every effort to keep the line§ of communication open 
with the Test Assistants. Team problems should be discussed 
among team members and the -Site Coordinator only . 

'■••.■."/ 

Packing and>*Shipping SRI Materials 

All materials distributed by SRI for testing must be shipped to 
SRI no later than one week after all testing has been completed. * 

The packing of the materials is the responsibility of the Supervising 
Tester and Site Coordinator^. The shipping of the materials is the responsi 
bility of the site Coordinatbr. 



Packing-Test Cartons ' • / ' 

/ 

When the test team has completed the testing of the classes or 
testing groups v/ho&e booklets are in a /ingle carton, they. should pack 
the carton, but not seal it* The team should check the Test Carton 
Packi^ig Instructions shown below and make certain the carton is packed 
EXACTLY in the oi*der shdwn. (See Exhibit 32^) DO NOT Return Testing 
Source Rbsters in Test Cartons, . 
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This means that the following items, sHould be papked in the carton, 
listing from. the bottom of the carton to the top: • *' 

(1). Unlabeled, unused test booklets 1 

,(2") Label4pd test booklets not used by the child. 

> * * - * ». 

(3> Test booklets used by the child, grouped in the order in 

is^hich the children's names a|fpear on the Testing Source, Roster. 

(4) Tester *Sa Log. ^ ' 

(5) Classroom Testing Worksheet. 

(6) ^'Test Carton Packing and Inventory List, showing number of 

booklets unlabeled and unused, labeled and not used, labeled 
and used. 

* ■ 

(7) ' Test Team Assignment ajieet. 

When the ^Ite Coordinator receives th6 test cajhron from^fhe Super- 
visiij^ Tester, the serial number of the, test cartons should 'be checked 
agaii^t those on the Test Record in the Site Coordinator Joiirnal. (See 
Exhibit 26/) ' . ^ r ' 

The Site Coordinator should dheck the contents of the carton irt those 
areas describee} under quality control. The carton should also be checked 
for correct order in packing. The §±te .Coordinator should make certain 
that all forms are in the carton, .e^speolally in cases where children from 
different classe3 have been grouped for testing. . T \ 



' Packing Other Test Material^ ^''M'- * 

.- ■ 

In addition to the test cartons, the Site Coo3*jCiliia,tor should return 
the following materials to SRI: , » ^ 

(1) Site Coordinator Attache Case (included red binder, manug^l, 
and extra forms) . : . " 

(2) Test, Team Work Kit (includes red binder, manual, and extra 
forms) . . ' 

' t ' 

(3) Test Assistants* Training Binders (blue binders^ , 

(4) Extra f est Cartons. ^' 

(5) ' Site Coordinator Journal. 



/ 
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All materials may returned to SRI in their original, shipping boxes, 
If the original boxes cannot be used, replacement boxes must be provided 
by the Site Coordinator, ^ ' ' . * 



Packing the Site Coordinator Journal 

The Site Coordinator. Journal should be mailed ;to SRI Field Opera- 
tions Office, in the. envelope provided,, no later than one week after 
all testing and rostering is completed on the site. A final check 
sKould be made to" assure that all sections have bee;i completed. The 
followliig items should be returned to the S^te Coordinator Journal: 

(1> ,A11 shipping receipts 

(2) 1975-1976 school year calendar, if available ^ . ' 

(3) School district directory , - 

(4) . Local Training AttendaAce Record 

(&) T^st Recorcf (white copy). The yellow copy should be mailed 
^ >t9 Ben Samson inmiediately after testing is completed. ' - 



dipping Test Materials - ' , 

SRI test materials should be shipped by truck. The Site Coordi- 
na^tor will be provided with the name, of the trucking fii*m to be used. 
Each test csnrton should be insured for $50^' 

The number of test cartons shipped should be recorded in th^ Site 
Coordinator Journal.* ' ' ' 



All materials except the Site Coordinator Journal 
and ST Handbook should be shipped CpLLfeCT to: 



FOLLOW THROUGH EVALUATION 
Building 309-B 

Attention: Ben Samson (Extejislon 3118) 
STANFORD RESEARCH INSTITUTE 
333 Ravenswood Avenue ^ 
Menlo Park,* CALIFORNIA 94025 *^ 
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When the testing materials are pickefd up by the freight li^e, the' 
SC should ask or a shipping number or route and teli the freight cdm- 
pany "to bill SRI. Th,e SC should then call the Field Operations Office 
and report the date the mater.ijals were picked up by the "freight line 
and confirm the name of the freight company. 



Shipping the Supervising tester ^s Handbook 



The Supervising Tester is responsible for returning the Supervising 
Tester Handbook, in the envelope provided, to the SRI Field Operations Office, 
The Handbook should be mailed no later than one week after the Supervising 
Tester has completed all his work on site, - 
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XI EMPLOYMENT AND PAY PROCEDURES 



Responsibility for Hiring » . ' 

The SRI Field Supervisor is responsible for the hiring, training, and 
supervision of personnel on sites assigned to him, . The Field Supervisor 
hires the Site Coordinator. He may delegate *tiie screening and recruiting 
pf Supervising Testers to the Site Coordinator. 

In screening candidates, Site Coordinators look for good clerical 
ski^lls, the ability to read aloud, work with children, ^^d^supervise small 
groups of adults. They will also inquire about the candidate's education 
and SRI experience. The Site Coordinator presents names of qualified 
persons to the Field Supervisor who will then select and hire. 



The Hiring Process ' • ^ 

The Field Supervisor will review, with the applicant, .the qualifications 
necessary for the job, the training requirements, and the job description. 



Infolnnation Needed from Applicants 

An individual considered for employment as a member of the temporary 
data collection staff must give the Field Supervisor the following in- 
formatioii,: , 

Full name 
"^Street address 
City, state, and zip code 

Social Security i\umber . • , ^ 

Telephone number 
Degrees earned 

SRI Follow Through experience as aSupervisifag Tester or 

Site Coordinator * • - , ' 
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Hiring Forms 
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On-Site personnel will be paid through Olsten Services, a nationwide 
temporary work agency. This means that such personnel are employed by 
Olsten to work for SRI* 

* * ♦ ' • 

After a hiring decision iias been made the following forms are sent 
to the applicant f rcwn SRI : , * r ^ ^ ' 

• A letter stating that the applicant has been hired and * % 
confirming salary, 

• A Confidential Information Sheet/ 

• A W-4 withholding tax form/ 

• A Protection of Confidentiality form* • 

The applicant must complete the Confidential Information Sheet, the 
W-4 Form, and the Protection of Confidentiality form an^ return them to 
SRI. The Confidenti^il Information Sheet and the W-4 .Form are' then for- 
warded to Olsten Services. This^ is very important. ^No invoices can be 
processed or paid until these completed forms have bee.n received by Olsten 
Services. The hiring process is not complete until th^se forms^ are 
re turned 



Salary and Expenses / 

7 ^ C / 

Salaries are paid on an hourly basis. They are determined hy^he 
wage rates in the region, the applicant's education, and th^ applicant's 
SRI experience as a Supervising Tester or Site Coordinator. 

Salary and reimbursement for expenses is made on the basis of in-* 
voices prepared by the Supervising Tester and verified 'by the Site Co- ^ 
ordinator. The Site Coordinator should not sign Invoices that cannot be 
verified but should discuss the matter with the ^i^^cl Supervisor. Site ^ 
Coordinator invoices are verified by the Field Supervisor. 



Local* Travel Expenses ' 

There is no reimbursement for travel between hc«ne and school for 
normal commuting distances. All distances. of 29 miles or less one Way 
are considered normal commuting distances. Reimbursement will be made 
for automobile travel to scho*ol at 12^ per mile only ^f the distance 
traveled is 30 ihiles or more^ one way, 
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If travel between schools or offices is required in the performance 
of tasks f6r SRI, reimbursement for this travel will be made at the rate^ 
of 12^ per mile . * ' * • . 



. Telephone Calls • - 

- ^ = — . • ■ ♦ 

All calls to SRI must be made station-to-station COIiUECT. Phone calls 
to persons on SRI business are reimbursable. For*" calls over $1.00, the loca- 
tion and name of the -person called.must.be shown on the invoice. 



Miscellaneous ' ' 

Purchases of services (for example, a baby sitter) or materials (for 
example, a brief case) for. personal convenience are not considered legit-' 
imate expenses and reimbursement will not be made for them. Reimbursement 
will be made for items such as postage for mail to SRI. ^ 



Advances 

/ Advances are payments, made to employees before a completed invoice 
is received. Advances will be made only fjor meals, tips, and valet before 
a regional training session or n^Vional Site Coordinator meeting. 



^ H A Word of Caution 

The Site Coordinator must consult the Field Supervisor for 
advance written approval of any deviations from these guide- 
lines. Personnel who. fail to secure such permission may be 
liable for payment of these expenses. If the Field Supervisor 
cannot be reached, a COLLECT station-to-station call should be 
made to the Follow Through Field Operations office at SRI^ 
415/326-6200, Ext. 3003. , ' 



^ • The Site CooVdinator is responsible for seeing that only allowaWe 
expenses and hours actually worked are recorded on the invoice. Supex*- 
vising Testers must check with the Site Coordinator to be certain that 
expenses and hours are allowable'.' . . 
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Salary Payment - Process 

Salaries and reimbursable expenses are paid on the basis of SRI 
invoices completed by the Supervising Tester and verified by the Site 
■ Coordinator. The Site Coordinator •s/inv<^ice must be approved by the SRI 
Field Supervisor. Entries in the l5aily Log (see page 27) describing 
daily activities must be considered as part of the verification process T 

Invoice forms are available from the Site Coordinator. One invoice 
should be filled out for each calendar week. If work is done on'one day 
in each of two calendar weeks, two invoices must be completed. 

Invoices should be mailed to SRI each week. They will be processed 
at SRI before forwarding to Qlsten Temporary Services for pajmient. IT 
TAKES ABOUT THREE 'wEEKS FRCM^HE DATE AN INVOICE IS MAILED TO SRI FOR 
'PAYMENT TO BE RECEIVED. 

Invoices will not^be paid for persons: 

• Whose Confidential Information Sfieet and W-4 Form are not 
on file witfi- Olsterf Services. 

• Whose invoices have not been verified by the Site Coordinator 
or Fietti Supervisor. 

All invoices should be mailed directly to: * 

Follow Through Evaluation 
Field Operations, Midi 183 ' . ' 

STANFORD RESEARCH INSTITUT? 
333 Ravens wood Avenue 

Menlo Park, California 94025 , } 



Inquiries About Pay Procedures 

Questions concerning invoices should be directed to Field Operations 
at the above address or a station-to-station COLLECj: call should be placed 
to SRI at 415/326-6200, Ext. 3003. Invoices are filed by date. Inquiries 
about an invoice should reference the time period covered. 

Follow Through Evaluation Invoice for Services 

✓ 

The Follow Through Evaluation Invoice for Services is a four-copy 
form used to record '•activities and explain reimbursable expenses incurred 
in the performance of tasks assigned by SRI. One invoice should be 
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completed for each ..calendar week in which salary or reimbursable expenses 
are incurred. Receipts for any expenses paid by, SRI should always be/^ 
attached to the invoice (eig., airline tickets). 



Distribution of Copies . , • . 

The first three copies of the invoice should be returned to SRI. 
The fourth copy (pink) should be retained as a tax record. 



Completing the Invoice 

— * ^ 

The following information must be printed clearly on each invoice 
submitted to SRI: 

Name — The full name should be printed out* Married ifoj&en 
are asked to use their given names (e^g., Mary Smith, not 
Mrs. John Smith). * 

Street, C±>ty, State, Zip — Current address, including 
apartment number and zip dode should be printed. If 
several invoices are sent at one time, the complete a^- 
* dress, including city and. state, must appear on each one. 

>dieck If New Address — Pay checks are^ent to the address 
shown on t^ie Confidential InformationSheet. If th^ 
address shown on the invoice' differs from that on the .« 
* Confidential Information Sheet and checks must be sent 
to the new address, this box must be. checked. SRI should 
be notified immediatfely of a change of address. 



Record Activities for One Calendar -We^k. 

Date — Only one day is to be recorded in each- box. It 
is incorrect to write, **5/2l/74 through 5/26/74 = 1§ hours.*' 
The invoice will be- returned unless each day i£ listed 
separately . USE ONET INVOICE FOR EACH CALENDAR WEEK. ' 

City — The city or town in which "data collection or train- 
ing is taking place must be written in the small box 
immediately below each date. ' . • 

School oy Work Location — The name of the school or 
work location should be printed here. 
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Task Description — Each day'^s activities must be explained 
using the descriptive codes phowri below. USE ONLY THE 
FOLLOWING CODES: 

MT (Meeting)' Any meeting attended by the Site Co-^ 
ordinator 'or the Supervising Tester th^t. pertains 
to matters related to data collection,' All such 
meetings must be recorded in the. Daily tog. The 
Site Coordinator should make the Field Supervisor 
aware of regularly planned staff meetings and gain 
his approval for such meetings. 

TS (Test Supervision) Observation of testing per- 
sonnel and the completion of forms (i.e., Test 
' Assistant Attendance Record) involving site persdn- 
nel. Random sampling of test team forms by the Site 
Coordinator to check the quality of the worK is 
Editing. / ^ 

ED- (Editing) ■ Review of any SRI forms or materials 
that have already been completed. for accuracy and 
completeness. . . 

' RG (Regional Training) This refers only to the 
" four day session conducted by SRI, The number of 
hours which may be charged to this code are ^ipu- 
lated during training session. . No other- hours may^ 
be chargfed» i 

- LT (Local Training) This refers only to the four day 
training session prescribed by SRI. Any other train- 

. ing time must have the written authorization of the 
Field Si^ervisor and shoulcj^be listed under "Other." 

CL (Clerical Support of Testing) Completing the 
x*- following forms at any time except during local 
training. 

• Classroom Testing Worksheet ^ 

• Follow Through Director's Information Sheet 

• School Testing Information Sheet 

• School District Personnel 
SRI Test Staff 



124 



107 :^ 



• Supervising Tester Planning Sheets 

• Teacher Information Sheet 

• te^t Carton Packing and invent oj^y Sheet 



• Test Record, • 

• Test Team Assignment Sheet . 



PreparaUon for testing as described on pages 78-79. J)iscussion and 
completion of the Tester's Log after testing is finished/ 

* • * . . 

TA^ (Test Administration) The time the. Supervising 
/ . Tester spends in the classroop on a testing d'ay. 

PS (Packing and Shipping) Those -activities related * # 
' , to packing test cartons for shipment to SRI include 

, y ' those* described in page 112 of this manual.'' ^ 

AA (Attendance and Attrition^ Rostering) Time spent 
in correcting or collecting data for Attendance and 
Attrition. ' 

Other Any activity not coverejJ by the above codes ^ 
but authorized by the Field Supervisor. 

It should be noted that on a given day, in which the Site Coordinator or 
Supervising Tester administers tests, the inyoice^entry sRould show 
time coded for TA (test administration). CL (cl^ical support of testing) ^ 
and ED (review of materials to check for accuracy). 



RECORD ACTIVITIES FOR ONE CALENDAR WEEK 



DATE 
CITY 



SCHOOt OR WORK LOCATION 

TASK 0,tSCRrPTlON T 
(See Note l on fe\/er$e) 

NO OF HOURS (no more than 
8 hrs/day, 40 hr$/wk) 



Sunuav 
/ / 



I I 



Tuesday 



Moans ki^nt9 



Wednesday 



cm At 



Thursday 



Friday 



Saturday 

/ / 



I .J 



I .1 
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' No. of Hoars^ -Not more than -a total of 8 hours per day or 
more than 40 hours per c^lenda^ week may be claimed.^ Whfen* 
more tjian one task* is performed in a day^ Ijours. recorded V 
must be shown t)y t^sk. The jixxmber of hours p.er day must 
be shown* for each day. They cann,o>t be shown^as one* total 
(4/15/74 through 4/19/74' = 16 hours) . ' • • . < 



Explanation o f Allowable Expenses ^ * *• 

(1) Travel ^ * ' * • , , • ^ 

(a) Car at 12^ per mile — E2j:pens€-,f or travel Pe.tweei^ scfibols 
or offices required J.n the performance of tasks for SRl . 

^ . ^ should be shown for each day. • ^'There is no reiiribursement 
for travel bet<^een home and the wqrk ^ite unless the »dis- 
tance 'is 30 miles or more one way. Distances of 29 miles 
or less are not reimbursable expenses. For' reimbursement, 
expenses must.be itemized* on Attachment A (see Extfibit * ). 

' • ' ' ' ' ' ■ r ^ 

(b) Taxi — Except for airport connections lop regional training 
.and national Site .Coordinator meetings, taxi service miy 

.j;. be -use,d only with, the wri'tten pex^^iission of the Eield 

supervisor,: When taxis are used^ the date, locations and 
' cost (including tip) must be shown in the box marked '^a;^" 

in the lefthand corner of the form. Where possible, per- 
sonnel from one project are expected to share taxis. 

(c) Other — SRI. arraiiges for transportation to and from national 
* Site Coordinator meetings arid regional training sessions 

when these meetings are beycirnd commuting distances. If a 
. trainee wishes to^ drive a personal car to the meeting, SRI 

will," reimburse the trainee at a rate of 12^i per mile for 
• distances-'Of 30 miles or more one way, or. the cost of *a 

tourist air ticket, whichever, is less . '* 

(2) Meals, Tips, Laundry, Valet- '-Except at regional training and 
national site^ coordii^tor meetings, these e^^enses are not re- 
imbursable. Meals, tips, laundry and valet willbe reimbursed 
at the rate of $12.50 )a day to ti^ainees -attending sessions 
beyond commuting distance. Reimbursement will be on the basis 
of the time SRI has schedule* arrival at the airport (^ut no 
earlier). On departure day, reimbursement will Ae on, the basis 
of the .time SRI has ^scheduled departure from the airporl (but 
no later). 
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(3) ^ Telephonje~ A] calls to SRI must be made COLLECTT. Caljs made 
; to :other| plac es- as a part of the work done for SRI can be 

relmburs;ed» ^The, cost of catls for each day should be shown 
Jiere^ An itMnized listing of dates, persons called, their* 
locatifon^^ and the amount of each call 'must be recorded In the 
box marked '"Velephone" In the righfhand corner pf the Invoice • 

(4) MiscellaneoUS'g«*R;elmbursable expenses that, do not fit In the 



.box^s* Any : 
Supervisor. 



categories discrlbed above must be shown for each day In these 



tera^ln ihe category must be approved by the Field 
Sucli Items as postage, extra Scotch- Tape or. 



section should be used to explain miscellaneous 
ij^celpts that are attached to the Invoice, should 



the 



calendar week* For 



envelopes for returning SRI forms should be recorded here. 
These items mu£!t,be explained in the Remarks section at the 
bottom^ of .the 4^Voice, 

Remarks— -Th 1 s 
.expenses* Any 
be noted here* 



When the expenses aiidjj hours have been fully recorded, tfie section at 
top right of the Invoi'be should be completed as follows: ^ 

For Perlod -^yiecord i;he dates covered by the InVolce* ^hese dates 
are iised ta Identify each Invoice, They should only include one 

ifiSstance, If you work on Friday ,/May 9 and 



Mon(^y^ May 11,, these! days must be entered on two separate 
Invc^^ces slnce^they 



db not f all In the saitfe calendar week; 



per l ir* — The number of hours worked during the 



^ c^lebdar week IndJc^teci on the Invoice and the hourly rate shouia" 
vbe ;^bown here* 

Total Salary ~To fljid this*ffgure, multiply the number of hours 
by. the hourly wage* , 

Expense s~ Thl s amouht .should be the total of reimbursable expenses 
shown la Columns 1, 2, 3, and 4* 

Total Salary plus Ex|ienses~To find this figure, add tfie total 



salary for this Invoj^ce to the reimbursable* expenses for this 
invoice* . 

Less Advance^ 'yThexambiint of any advance that has been received 
*-and has not been subi:»acted from a previous Invoice^ should be 
entered. here* 

Total— To find this figure,, subtract the "Advance** amouiit from 
the "Totar Salary plub Expenses" for this Invoice* 

sjibmltted by --All Invoices must be' signed and dated by. the person 
wilt) is to be paid. j ' ^ 
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CLASSROCM. ROSTERS 
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•TEST TEAM FORMS 
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EXHIBIT 3 

e FOLLOW THROUGH 
EVALUATION 
SPRING 1976 



SUPERVISING TESTER PROJECT CODE ffO. SERIAL N0._ 
TEACHER _ GRADE ^3 SCHOOL AP A M 3 ' 

Check the contents of this Test Carton against the packing llst^below. If there are not enbugh test 
booklets for the entire class or testing group see your Site Coordinator. 



Test Booklets 



Grade 2 
Grade 3 



MAT Primary II 
MAT Elementary 
lAR 

Coopersmith 
Raven's Matrices 



Testing Form^- ; 

Tester's JLogs . • 
Classroom Testing Worksh^ts 



Shipping Materials 

0 Sealing Tape 
Return Labels 



t 



RklURN THIS SHEET WITH THE TEST CARTON IN WHICH YOU FOUND IT* 
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EXHIBIT 4 
TEST BOOKLET INVENTORY 



V '\ 



BOOKLETS 
PRIMER (ETC) 



NO. 
RECEIVED 



30 



NO. LOANED/ 
TEST CARTON Sfn 



NO. BORROWED/ 
TEST CARTON S/N 



NO. 

LABELED AND 
NOT USED 



NO, 
USED 



NO. 
EXTRAS 



NOi RETUI^EO 
. '^IN THIS, 
TEST CARTON 




\ 

RETURN THIS SHEET WITH THE TEST CARTON IN, WHICH YOU FOUND IT 
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EXHIBIT 5 
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EXHIBIT B 
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TESTER'S LOG 

THIRD GRADE 



EXHIBIT 7 




FOLLOW THROUGH 
EVALUATION 
• SPRING 1975 



TEACHER 



<LAST) 



(FIRST) 



(LAST) 



(FIRST) 



(MIDDLE INITIAL) 

STATP CftUtP. 



(MIDDLE INITIAL) 



(LAST) 



(FIRST) 



(MIDDLE INITIAD^ 



CLASS MEETS: [am| (PM} |ALLlB)rY| 



SITE NAME. 



GRADE: , 
(Please check) 



0 



Test Carton Serial No._ 



Other * 



Site Coordinator's Name 
Supervising Tester's Name . 
Monitor Number 1 (Name)_ 
Monitor Number 2 (Name). 

Monitor Number 3 (Name) ROSE TAYLOR 



This log is for the group of children shown on the Classroom Testing Worksheet and must always be used with the 
ssme group of children. The log is to be completed by the Test Administrator* The Supervising Tester is responsible 
for seeing thatkthis log^ is properly completed. 



CHECK LIST 



, AFTER EACH TESTING SESSION 


AFTER TESTINtf OF CLASS CdRrtPLETED ^ 


Test conditions marked by Test Administrator - 
starting and ending time entered 

ft^ Proper code checked for each problem category 

Make up test coded in back of log for each 
child — test administrator and time noted 

["R^ Test history marked on Classroqm Testing 
Worksheet 


^/\ Tests taken checked against log and Classroorfi 
Testing Worksheet 

[✓1 Classroorn^Testing Worksheet completely filled 
in — absentees noted by -"dash" 

fl^ Record of tests not taken filled in 

0^ Test information transferred to testing roster 

Test carton packing and inventory sheet 
completed 

[T^Materials checked by Supervising Tester 



TO BE RETURNED IN TEST CARTOiy 



EXHIBIT 8 



RECORD OF TESTS NOT tAKEN*^ 

List the name$ of children who di^d NOT complete ANY section of the MAT. Write the reason why 
no section was administered. Do not list the child if any Section of the MAT was started. 



NAME 


REASON ' 
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'' ' * % 
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16 , 
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18 




19 ^ 




20, 




21* 




22 ^ ' 




23 




24 
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25 
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27 




28 . 




29 




30 
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31 
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33 




34 
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EXHIBIT 9 



COMPLETING THE TESTER'S LOG 



) 



I 



The numbers in boxes LJ are code numbers that refer to problems encountered during testing. These problems are grouped 
under the following categories: (A) Environmental Conditions, <B) Jest Admlnfstration, (C) Materials, (D) Child Performance; 
and (E) Te$t(s) not finished. Check the appropriate code for e^ich category^ If there were no problems for that category 
niarkthe appropriate shade<l bo?t (i.e., jTj for Environmental Conditions, [4] for Te« /idmmistration, [jj for Materials 
and gj for Child Performnce). Be sure that each category of problems is considered for each test administration .and' 
for each child. Where e?<planations are required write in the space proWded. You may check as rf\any l^xes as are 
appropriate^/However if the "no problems" box' is. checked then the other codes in that sectJon must not be checked 



C. 



LOG CODES 
ENVIRONMENTAL CONDITIONS ' « 

EI No probi.erns with testing conditions, no disruptions _ 

[2} Problems vyitH testing area 

i.e.: — e><cessive interference from noise, * . 

— no\ inough space 

— pQpr (lighting conditions » 
. — generjaltrfiscomfort 

U] • Classroorh orjlchfld disrupted during testing (explain if%evere disruption) 

i.e.: ~ fire dfrill ' -> 

— non-|est associated person prjesent causing disruption 

— chilrfl disruption affecting other children , ^ 

— outside noise * * 

administration; ' 

No problems ^ith administering tests 

5] Prpblei^s in test administration 

i.e.:, - tester had to repeat instructions frfequentfy * , ' ^ 



tester had to repeat items frequently- « 



Test administrator made procedural errors (explain in detail)- 
MATERIALS . / < 

0 No,,problems associated^ with t^ materials 



8 



ERIC 



Problems with t^st materials - 

i.e.: - booklet incorrect — pages blank, out of order, or missi'rtg 
- examiner's booklet or testing materials difficult' to handle 

.1 rV ■ ; 



f 



EXHIBIT 10 



0. CHILD PERFORMANCE-A 

m 



No probtems with child's behavior, language^ or ability to understand dir^ons 

Child started ahead or finished late on timetjj section of test (explain) 

Child marked- multiple answers more than three times per test section - (explain) 

[12] ' Child lost pface or moved aTiead of test administrator more than three times 
j)cr test section — (explain) • 



10 



n 



13 



14 



* Child had difficulty speaking or understanding English . 
Child or child/en inattentive, restlesi^or difficult to control 

i.e.: — child or^'^^'P took a long time to set*tle down 

— child bored and did not respond fully 

— child*too tihrd to give full attention to test 

— child crying 



15 Chifd borrowed answers or riceived help from another child* (explain if more than three times) 



16 



Child wopid not respond or refused to continue Jexplain) 

17] Child missed or had difficulty with part of test because of child's physical condition 
(explain^ and state which itef^ of test missed) 

i.e.r — child was or became ill during testing^ • 

— child had distracting injury • \ ^ • , 
f — child was without eyeglasses, hearing. aid, etc. 

— child was color blind 

* - . — child had to gtf to the bathroom * , 



18 



Special education child (use this code only If school authorities state this as fact). 

te.: - blind 

- deaf 

- mentally retarded 



4 



144 
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EXBIBIT,!! 
METROPOLITAN ACHIEVEMENT TEST' 



4DAY 1) 



TEST ADMINISTRATOR- 
GAOUP TEST CONDITIONS 



DATE 



In the space provided below code group test conditions for ea^ category. Write in any explanation required. 
Be.sure to ^6g your time. 



(61). (62) 



(63) (64) 



(65) 



(66) (67) (68) (69) (70) (71) (72) (731 (74) 



CATEGORY 


Environ. 


Admin. 


Mtls.- 


^ Child - ^ ^ 


"TIME 

Start 
End 


>^ 2 3 


4 5 ~V 


^'■^ 


Jf \ 10 11 12 13 14 15 16 17.^18 


. ■ 

/ 



DESCf^lPTION OF INDIVIDUAL CHILD PROBLEMS 



In the spaces provided below ftater the name and ip number of each child whose problems were different 
. " from the group. Code each problem category for eac/> child. Write in any explanation required. - 



(61) (62) (63^(64) (65) (66) (67) (68) (69) (70) (71 ^ (72) (73) (74) 



Environ. 


Admin. 


Mtts. 










Child 










. ^. 


^2 


3 


'4 ^ 


5 






8 


\ ^ 


10 


11 




13 


14 


15. 


16^ 


17 


18 



ID Number 



Last Name First Name 



nrft^ A» r w'.<^^' — ' — - 

u^M^ ^ ^^^^ !^^^^ 



10 Number 



I 



3 4 



10 



11 



12 



13 



14 



16 



17 



18 



Last Name First Name 







2 




5 


eh 


8 \ 9 


10 


11 


12 


13 


14 


15 


16 


17 


18 


in Niimh#r 

Last Name ^ First Name . 


• 






2 


3 1 4 


5 






1Q 


11 


12 


13 


14 


15 


16 


17 


18 



» ID Number . 



Last Name 



First Name 



3 [ i j 5 I -6 [ > j 8 \ i 



ID Number. 



Last Name 



2 



10 



11 



12 



13 



14 



15 



16 



17 



0 



First Name 
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EXHIBIT 12 

MAKE UP TESTS 
aiST EACH CHILD) 



DESCRIPTION OF MAKE-UP TEST CONDITIONS 

j ' 
4il thft spaces provided below ent^r the names and ID numbers of ill children who received make-up tests. Code each 
category for each child Write/ln any explanations 'required 8e sure to log time and test section givep. 



TIME 



TEST OR 
SliBTES 
GIVEN 



T 

Environ. 


Admin. 


Mtls. 


Child 


•r^^2 3 


JK^ 6 


r\ 


10 11 12 13 14 15 16 17 18 



(611(62) (631(641 (65) (66) (67) (68) (69) (70) (71) (72) (73) (74) 



LHtNWD* , ^ , First N«m« 



TwAdmlnteyatof " 



Start 



rr 

r 



^ JDNumb«r 
Las Nam. ' . FfrttNa 



Stact 



dmln{ftr«tor 



End 



10 



-11 



12 



13 



14 



15 



16 



17 



3 



2 3 5 6 ^ 'S I ^ 10 



11 



12 



13 



14 



15 



16 



17-} 18j 



_ IP NurobT 



F(rft Namt 



Start 



^T— t AdmtnIrtf«tor 



End 



J__3_7_5 6 "^ "^8 1^ 10 



11 



12 



13 



14 



15 



16 



17 



18 



MtMvn»--i-^^, FIratN 



Twt Admlnlttrator 



Start 

/ vTi 

End 



6 "^'V'^ 10 



^ ^ tp Numbar 



LMTjiljm* First Nama 



' Start 




End 



11 



12 



13 



14 



15 



16 



17 



18 



0^'2 



^jmH Nam* ^ First Nama 



Start 



Taat Administrator 



End 



J 



a4^"5 



11 



12 



13 



14 



15 



1^ 



17 



18 I 



/ 



\ \^^ 6|/^{ir 10 11 12 131 14 



J IP Numbar 

La«tNam« , "ZL . flntNi — 



Nama 



15 



16 



17 



18 



Start 



Taat Administrator 



End 



5 6 I f^'^S 1^ ITfTT 12 1 13 i^T^ 16 }l7|'l8l 



Lattilama : ^ First Nama 
Tart Administrator^ 



Start 



End 



3 
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SUPERVISING TESTER POEMS 
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EXHIBIT 13 

SRI. Vesting. STAFF 



• NAME . 


TITLE 


ADDRESS ^ 


PHONE 


15>crrv RftiiJER; 


Sitt Coontinttor 








Suftwvbinf Tattar 






3. kflURfl ?ftumeR^ 


SuptrvWof Ttftir 








Suptrvitinf Ttftar * 






5. 


^uparvisinf Tacttr 






6. 


Sup«rvifinf.T«ctw 






7. 


SupmMnf Tatttr * 






». 


Suptnritirtf Ttcttr 






9. 


Suparviiinf TMtar 






10. . 


SupwWnf Ttcttr 


J 





SCHOOLS TO BE TESTED - PERSONNEL 



NAME OF SCHOOL 


FT 




TITLE 
(Principal, Secty., etc^ 


SCHOOL ADDRESS 


PHONE 










vfdQ ^Air?s sr 












/Of) rtMms 5r 












/i>£> /IJJ/JAJA sr 










WK.iM BTwgr.pitii\ 
















S2Z' 9726k 






»^ 








• * 






















9 




































t 
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, ■ EXHIBIT 14: 

g?t;^ FkxJeTTE. C^fti-I^ ST FIELD RECORD • -Pay; / . of;^ 



NUMBER OF CLASSES TESTED 


Follow Through 


Non Follow through 


C 


c 


1st 


2nd 


3rd 


C 


r 


i« 


2nd 


3rd 










5 













CLASSROOMS TO BE TESTED^ 



School 


Teacher 
(lmt»aU and Last Name) 


Gr(d« 


FT 


NFT 


iMOi or 
Children 
ToBaTtsted 


IMO. Ol 

Childran- 
Teited 


^ Ttst Carton 
^ Serial No. 


ADAmS 






IX 






AS 




ADflrv\S 














^ ' * f — 




/-J . M A RTI NJ E 7. 




u 






Ah 




A OAr^is 






u 




A6' 






Ix). £ LCMglsJTARv/ 


1— ♦ f 1 n IV ^ n 


A 
























































• 




- 
























































> 








< 
















^ ^ 





























< 


































• 


































I 














































































f 














— r 




















1 
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1, 



Teacher HSLBfO ^QLUgCi^ 



EXHIBIT 15 
SUPERVISING TESTER "PLANNING S^IEEt 

School. 



mm 



FOLLOW^HROUGH 
EVALUATION 
-SPRINQ 1975 



Special Comm«.nfc R06m »y 



Ujwet Fcu wmm ootside fRdwt Door, of class. 



School ftlXj^mis 



Lunch i>--Of:>-' n; *>D- ^ R.r^ AS" - 9;3o j</<r> j y.'/jS" --/.■36 P/n 

Special Commenti U>Tt.tL TftKg CHllDgPtA T O BATH^ftAm RlCtfT^FOgg TESTtt^/V 





/ \ 


'3. WchBr ALxcift MAfiTrwe? ' 


School 






Lunch IZ.Wift- J2:SO 


Recess . 


id: 00 - <o;is- 




Soecial CommBnts R ^ m 5" 






















School - 






Lunch //:00 - /);.C6 


Recess _ 


^/5- - 9:36 rtrv. 





S^wcial Comments . 



5. T^^^r ^LVa)% roA)l^H ^ School >^e^T ELeMeimM 

Lunch ^liLOOrJiLtf^ R^^c yCfeWS" "Its: Its Am 

Special Comments JtM ftUA)4>AL6to k . ^ 

ICAT^W^. FftiAA^-mr^ nD T^i&-g SD/OfrfVlQtO 



6. TeacHer \ ^_ School . 

Lunch Recess . 

Special Comments^ - ' 



opes NOT HAVE TO BE RETURNED TO SRI SUPERVISING TESTER HANDBOOK 
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SmBIT 16 
TEST TEAM ASSIGNMENT SHEET 



Site. 



Administrative Personnel 



FbtlpW THROUGH: 
EVAiUATlON 
^ %)ring1975 




FoUow Through Director:. 
Site Coordmator: 
SRJ Field Supervisor: 



Phone: (bZL ' fSfS" 
Phone: -4^ 20, 

Phone: SZd-iZCO K?Pi>3 



Tearn Members 



Title 


. Name 


' Address 


Phone 


■ST. . 






Ztl-'Ob 7/ 


TA, 




no MdrtH ' l'^ StREer 




T.A. 




lb vewTiJiiA Road 




tX 




South STReer 





School ^nd Classroom Assignments 



School 


FT 


NFT 


iPrincilpal 


Phone 


Teacher 


Grade 


Test Dates 












MS. NOLVECK. 


/ 












V; 






/ 




APAms 


✓ 






t 






3 










DR. rrnrab Bi^oiott 




MR. HorA 


3 




AoeST ELeME»JTflRV 




a/ 


MRs BgR Bnwff 




MS. M^RSH 


/ 


























\ 
















5 
















« i 
















\ 











Schedule 



Date 
School 



flPflWS 



25- 



5/^ 



Rp»..rk.- Mggr AT SCHOOL- ^;CO rt-m^ ertCti mOg.(OIA)fir 



ERIC 



At>ftm5s G-6 1 felocfc.. School /s oiq Ijsft C/oeoeT^. \bc> f\t>Ptms. %T. 

piRgcrxoK^.^ Tb uJeST gLg»wgA)r/f^V -BzoA3>uif\9 To u^esT BluD. Zxg-ht 

iolo Loesr e>Luj> n m.L./cxt^^ sr. Lerr 6a> M.i.tx/u6-,2eiocks.ss m.L.ki/vCr'^ 

TO BE COMPLETED BY SUPERVISING TESTER 
W»VI« Copy. SUPERVISING TESTER Y«llow Copy. TEST ASSISTANT , PinK Copy. TEST ASSISTANT Goldtmod Copy TEST ASSISTANT 
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EXHIBIT 17 
SCHOOL TESTING INFORMATION SHEET 



FOLLOW THROUGH 



®»IM B-EVALUATrON 
^ Spring 1975 



PRINCIPAL l>g>> Jflmes BRoioi^ 

SECRETARY mXSS Sftft^ft COg^frS 
PROJECTED TESTING DATES' ftPRXL XA, 



SCHOOL '^I>Ani6 



TO, 



Administrative Personnel 



Follow Through Director thtL. Hf\^K^ SAinPS/^rt^ 
SRI Reld Supervisor l^fc. jf^mg^ , ftto'DgR^S^K) 
Site Coordinator MRS > BeTT^ KfiXhJER. 



Phone fc2^.''/3/5" 
Phone 3^6-^206^^^^ 

Phone 



Test Team Personnel 



. Title 


Name 


Address . 


Phone ^ 


Supervising 
Tester 






3?/ -067/ 


Test Assistant 




//o A;dRT?f sTJteer 




Test Assistant 








Test Assistant 


^5se TpfVLoft. 




3^/-^6 fa 



Testing 
Dates 


Teachei' 


Tests to be Given 
















VMS. rviftfiTiwe 










* 






( 































TO BE COMPLETED BY SUPERVISING TESTER AND GIVEN TO THE PRINCIPAL NAMED ABOVE 
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TEACHER^INFORMATIpN SHEET 



.GOID 



WALOATiON 
SPRING 197& 



ftP^^YnS School 



Gradft ^ I 



, As a part of the national evaluation of Follow Through, we will be testing pupils from your class. This evaluation was 
authorized by the Federal Office of Education and is being conducted by Stanford Research Institute, 

The purpose of this study is to evaluate the effectiveness of various planned programs of early childhood education/ 
The evaluation makes no judgements about particular children, teachers or schools. 

We plan to test on the following days: ' . 



-1 


< D<y 1 


Dty 2 


Day 3 


. Day 4 


Day 5 ■ 


Day of Week 












Date 












Time 




to t-i^ 


%'0t> to %'3S 




t.»e> to ?;ir 


Test Location 




RM>m *ftf. 


Kt^vY) vy 







yVe will administer the following tests: 



Q^e will test the whole class.' . . . 

□.We will not test the whole class. Only the following chitdreir will be tested: 



Child's N«m« , ^ 


' 1 




2 




:^ 




4 




5 




• 6 




7 




8 


- * , ' 


9 




10 





Child's Nam* 


11 




12 




13 




14 




15 




16 




17 




18 




19 


1 

• 


20 





We have tried to pt;an a schedule that disrupts your class as little as possible. Thank you for allowing us to work with 
'your class., / * 

K-ATV^*^ 3;e:!0K.IViS Sur»,rvr<inq Tester FI^K^CIS C6LCIt03 T«t Assistant 

.Address KX ift Rji^ )C LE'CLIV^ Test Assistant ' 

— "0U7( Phone Number R:&&e Tft^L^^g , jest Assistant 



White Copy: T«ach«r Yellow Copy: Sup«rvlsJn0 T«tt«r 
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EXHIBIT 19 ' 



TEST. ASSISTANT ATTENDANCE RECORD 




FOILLOWTHROUGHr 
^'IVALUATIpfi 



Key; 0 Present 
"13*. Absent 
E[ Late 



Dates 



Z 
3. 
4. 
5. 
6. 

a. 

9. 
10. 



Nam« 






















ft 


% 






^« 














- 1^ 














*<• 
















L 








«^ 
































*^ 


































































































1 
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EXHIBIT 20 
-ATTENDANCE AND ATTRITION ROSTERS 



SCHOOL 


TEACHER ' 
FULL NAME 


GRADE 


FT 


NFT 


AM 


PM 


ALL" 

DAY 


TO BP 

TESTED 


NOT 
TO BE 
TESTED 




Helen Nolveck 


































i — 


























OLT\jm TiLLANO 




















PiLlClft MfiRTlUex 


3 








• 


W 






























^3 






































• 


















■ - 




r 
















- 






















• 










































r 

























































\ COMMENTS ON PROBLEMS ENCOUNTERED IN COLLECTING DATA ON THESE CLASSES: ' * 

■■ 
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EXHIBIT 21 

DAILY Log 



DATE 


COMMENTS 














% 








U/2.3 


















* 


1 
« 






Site M2> FTiOh Aaj pr/P^/s^t TA^ tujt / /kA^ t^\UTr $a 








- \ - ' . 




fHf^R.J'OR.V tLLEXA) fl7fiV Lenue THE TEAm . RHc 












» 










C *^ 










ATTft-ITJAlCi K£>S.TP"a 3!^^/V 








- • 



























157 

1 * 

134 



r . 





SITE COORDINATOR FORMS 



/ 



\ 
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EXHIBIT 22 
SCHOOL DISTRICT PERSONNk 




NAME 



TITLE 



ADDRtSS 



PHONE 



8u^«rlnt«ndtnt of Schools 



Dirtctor of Twtlng 



a/y ^iou£2.rt ST 



Follow Throufh Oirtctoc 



3/0 



PAC Chtkimn 



Sitt Coordinator 



Tag. e^pTcR.sfe»cel 



RiAug^ri ST 



2/ 



SCHOOLS TO BE TESTED - PERSONNEL 



NAME OF. SCHOOL 


FT 


NFT 


TITLE M 
{Principal, Secty., etcj^ 


^SCHOOL ADDRESS 

i 


/ PHONE 


* • 




• 




as- rr6HfOS Auer 












as- 3'6HA)S Avff 














33 2'-/ 6^ 










/&£> AD*vm^ sr 






1^ — 






























5-s- ftvL. va.106- ST 
























^S" m.L-fcCAJA- ST. 




















































^ 


































/ 
























t ^ 

^ ,, 
























' *f 


« 










* 1 * 



N. 



• SITE COORDINATOn joOnwAu'^r » ^ 
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•^IBIT 23 . FIELD STAFF DIRECTORY 



► title" • 


NAME 


SOCIAL SECURITY 
NUMBER 


ADDRESS 


PHDNE 


Supervising 
Tester 






12 V NWH ST 




^ Test Assistant 




522 


y/2. S60Ttt ST. 


626 "VZ. 2./ 


Test Assistant 








zzh'llb/ 


' Test Assistant 




5jy if 




qz/'9c>b/ 



Supervising 
Terster 










Test Assistant 


FMHtlS C6LLIMS 








Test Assistant 










Test Assistant* 


Rose r^V>LAR. 




5-9 97'>' .^r. 


izhWz. 



Supervising 
Tester 




szz-oh nzz 


Z/0 UjXlTdhi u/^y *2/ 




Test Assistant 


Tut>iTH- RxL^Y 








Test Assistant 


f\m Cote 




I2.ll 2cm 9T*i ST 




Test Assistant 










Test Assistant . 










Test Assistant 











Supervising 
Tester 










. T(S«: Assistant 










Test Assistant 




•> 






Test Assistant 


\ 









Supervising 
Tester 










test Assistant 










Test Assistant 










Test Assistant 

1 











I 
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SITE COORDINATOR JOURNAL" 



BXHIBXT 26 



Sjte: F^ygTTg^ <2>Aiqrfi TEST RECORt> Pa^:_^of;i^': : 



■ • \ ' NyMBEROF TESTING GROUPS : 


* ACTIVITY DATES ' * 


Follow Through 


Non Follow Through 


Loc^l 
Training 
Datt( 


Tasting 
Btgun 


Tasting 
Compfatad 


*Mftar{als 
ShTpptd 


No, of ^ 
Boxat 
^Ippad 




3rd . 


. 2nd' 


3fd 


■ f - 














W/7 


/5 



CLASSROOMS TESTED 



School 

- 


Taachar 
'\f *JMi iMama, iniiiaii 


Grada 


Fl 


• NFl 


No. Of 
P Chlldran 
< Schaduiac 
for Taftins 


TastCartor 
Sarial No. 

- 


1 Supmriiing 
TmXtr. 


Central 






1^ 










Central 








t 










R. dAMPftCLL.- 






* ' 








EKJTRAt- 




^3 
















A 










UBNKTfJS 
































"Jenkins 


Adams 


C. A/oM 


















A 










JeNKXhiS 


S, GLEMBAirARsj 










3/ 










■ 


















- 








PftLmEPL 


1 


















* 










.. 








































• • 
























































































T — 






































































































* 















WKite Copy: Site Coordinators Journal Yellow Copy: SRI Menio Park Data Processing Pink: SC Copy 



Mail Yellow Copy to SRI as soon as Testing is Finished SlTfc" cpORDiNATOR journal 
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■f 

■ ■ " EXHIBIT 27 

DAILY LOG 



nATP 

wM 1 C 


rOMMPNT^ ' ' 

wwlVitViCIv 1 O ' 




r 

lArc^^crv i*\"rT*u CTTT TlT^IPrTrtP ^M^^rtcis i^^i *rP^Tl^T*1J/l. 




o*Tc frtCILX TtcSr rJcT loXTH -^uS rOK. i-nSj rOXNuTe 






• 


UNPrtCKXKJfi- AMD ftRRANfrlNfi- OF LjfcCAL TRftlNXWGr 










Li 1 it 
H I lb 






PIP Uo/yjc. 3gs.yjoK) uje^Arr U)€LL^ rnfitfiY o--ocJ> 




Gl UESTI OMS P/cOVrl TEST n3SiXSTAA;TS. 
















R AAk/ jrT ^""^^^T/TPP TP AIT Wit- tTT/ rvt TTS / i3 TA/^^V^ 




















































- 


; 
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EXHIBIT 28 ■ * ' ■ MHO^ IVAtUAtlbN 
, , • ' Sprina 1976 



rs 

V 



FOLLOW THROUGH DIRECTOR'S. INFORMATION SHEET 

SITE F/^yerrg,CrtLl^F. PROJECTEt> TESTING DATES TO '^^^^ 



Director of Field Staff 

- SRI Field Supervisor T/RfngS /iA)DgRSQlO Phnn. fV/i;^ 3Z(>'i>2JJC X 2C>0^ 

Site Coordinator* _ 

Phone: . 



, , LOCAL TRAINING 

Oaii f\?flZL lb -19 Locafon CdRk. COOMTV SCHOOL DlSTftlCT > 
T.me - f'OO Address Z/</ RiaU GZ/i STfLEGT n^.. 3/</ 



TEST TEAM PERSONNEL 



TITLE 


NAME 


ADDRESS 


PHONE 


Supervising 
Tesier 




\ZH NfiitTH ST. 




Test Assistam 




qix Sotn-H fe'Si ST- 




Test Assistant 




7.1 <f uo/ixH- <f^ ST, 




Test Assistant 


Su5/vrO Hons 


izil £u3Xh}&- ST. 





fiTLE 


NAME 


ADDRESS, 


PHONE 


Supervising 
Tester 








Test Assistant 


FRAt^cxS dOLLrtOs 


iio Mouth sT 




test Assistant 




lb \/etOTl/R.ft RmD 




Test Assistant 


Rose Ti^VLoii. 


56UTH 9^ ST 


3Zl-S6>fx 



TO BE COMPLETED BY SITE COORDINATOR 



ERIC 
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FOLLOW THBQUGH EVALUATION: 
, INVOICE FOR SERVICES 



•MAIL TO; STANFORD RESEARCH INSTITUTE 
WIDDLEFIELO FACILltY, RM. 183 
, MENLOPARK, CALiFORNIA, 94025 



for 



♦-»«»r\, wiiwi* vni^i«^sy-tv<t^ g 

fROM: f}^ t y 

^ □Q>tck1f ntwtddms 



- 9 d«tt ' . f d«ir ^ 

( at^uSiffpfr hr 



Total ^!«ry $ 
Expensts 

(•xplained baiow) . 

Totat Satary plus 
Exptnsas 

Ltss Advanca 

TOTAL 

SUBMITTEO BY: 



Mia 




RECOBO'ACTIVmES FOR ONE CALENDAR WEEK 



OATE 
CITY 



SCHOOL OR WORK LOCATION 

TASK OESCRlfriON 
(Sea Nota 1 on ravarsa) 

NO. OF HOURS.fno mora than 
8 hrs/day, 40 hrs/vvk) 

1. TRAVEL 

a. Car at 12^ par mila 

(list on saparata form) ^ " 

b. Taxi (Itamiza below) 

c Othar * Air/rall/intartity bus 
fara, attach recaiptt 

2. MEALS, TIPS, LAUNDRY, 
VALET (maximum $1250/day) 

r3. TELEPHONE 

(saa Nota 2*on xt>i%xv%) 
4. MISCELLANEOUS 



Sunday 
/ / 


'Monday 


Tutsday 


Wtdntsday 


Thursday 


Friday 


Saturday 

/ / 


















mums 


iS 


AJkm» 


M 






1 1 ■ 












1 1 
1 1 


1 i 
1 • 






^1/1/ 




11 
1 i 



(Explain in ramarks 
taction) 



TOTAL 
TAXI 

















.a 
































































.as 
































.7i 



Data' 



From - To 

2-:^ 



TELEPHONE 



Amount 



Date 



Person called - Location 



Amount 



Betty Vkhir^fiii M 



REMARKS. 



Yallow CopyOUtan Sarvlcas Qr—n Copy-SRI Frojact Off lea Whfta Copy-Flafd Oparatlont 
Rav. F73 

• 171* . ' 



Pink Copy-Your Copy ^Ratain for Tax Pur^osat) 



ERIC 
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EXHIBIT 32 



FOLLOW THROUGH 
EVALUATION 
Spring 1975 



TEST CARTON PACKING INSTRUCTIONS 




Tape and shipping labels on top of cardboard flat 



M Cardboard flat on top of all contents of carton 

< Test Team Assignment Sheet 

Test Carton Packing and Inventory List 



Classroom Testing Worksheet(s) 
Tester's Logs ^ 

Used or completed test booklets by type of 
booklet, i.e., PRIMARY I, etc. Arrange the 
booklets in the order they appear on the roster 



Cardboafd flat 

M Labeled and n ot used booklets 

y 

Extra booklets and materials 



Leave carton unsealed for final 
checking by Site Coordinator 



' 173. 
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